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Part I Company Professional Languages 

□ □□□□□ 


Lesson 1 Hosting 

□ □ □ □ 

Key sentences D D D D 

lQHe's one of our important clients. You must do a good job entertaining him. 

□ □□□□□□□□□□□□□□□□□□□□□ 

2[] I'll take Mr. Max from Company X out to dinner this evening. 

□□□□□□□ xu □□□□□□□□□□□□□ 

3D He's a heavy drinker and he likes Chinese Maotai very much. 

□ □□□□□□□□□□□□□□ 

4D He's very picky. He'll become displeased as soon as he finds the food is 
not to his liking. 

□ □□□□□□□□□□□□□□□□□□□□□ 

5D If you drink too much, you might have trouble keeping the conversation 
going. 

DDDDDDDDDDDDDDDDDD 

60 You can take him to the Rose Restaurant where they serve very delicious 

food. 

□□□□□□□□□□□□□□□□□□□no 

7D Our boss is very generous in entertaining our clients. 

DDDDDDDDDDDDDDDD 

8D What are you going to have, Mr. Nash? What about some lobsters? 

□DDDDDDDDDDDDDDDD 

9Q I'm going to have some fish and vegetable. 

□ □□□□□□ 

10D Meat is not to my liking. 

□ □□□□□ 

1 ID They cook very delicious fish here. 

□ □□□□□□□□□□□ 

12D I like the meat well done. 

□ □□□□□□□□□ 

13D It's a hard job to host the customers who come to our company. 

□ □□□□□□□□□□□□□□□ 

14D The amount of product a client orders from company sometimes depends 
on how well we entertain him. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

□ □ 

15D It's the rule of our company not to entertain any client before the contract 
is signed. 

□ □□□□□□□□□□□□□□□□□□□□□ 

16D If all this wining and dining doesn't do the trick, fm in trouble. 



□□□□□□□□□□□□□□□□□□□□□□□ 

170 We have something interesting to talk about over the meal. 

□ □□□□□□□□□□□□□□□□ 

180 He's had enough. It's time we called a taxi. 

000000000000000000 

190 How can they expect us to do business with them after being such cheap 
skates? 

□ □□□□□□□□□□□□□□□□□□ 

200 Next time, I hope someone to take me out. 

0000000000 

Dialogue A 

A0 Hi, what's up? You look worried. 

BOThe boss assigned me a great task to take Mr. Nash from Keats Company 
out to dinner this evening. 

A0 Oh, that company is one of our most important clients. I see why you're 
worried. 

B0 The boss said that I have to do a good job entertaining him. If the guy is 
not satisfied the boss will kill me. 

A0 Is the boss going, too? 

B0 No. Everything will be easy for me if he is going. I was told that Nash is a 
heavy drinker and chain smoker. It's going to be hard keeping up with him. 

A0 You shouldn't try. If you drink too much, you might have trouble keeping 
the conversation going. 

B0 I'll have trouble in any case. That guy is interested in photographing and 
butterfly collecting, and wherever he is he likes talking about that. I know nothing 
about the two things. 

A0 Why don't you take him to the Rose Restaurant? There are a lot of really 
beautiful hostesses and delicious food there, so you can draw his attention away 
from photographs and butterflies and make up for the poor quality of the 
conversation. 

B0 I have thought of that, but the boss doesn't want to spend much money. 
He's such a well-known miser. 

A0 I guess you could pay half the bill out of your pocket. 

B0 I often end up doing that. I've spent as much as the boss has done 
entertaining clients. 

A0 Then the boss should give you a pay raise. 

B0 He never even thanks me, let alone a pay raise. 

Dialogue B 

A0 What are you going to have, Mr. Nash? What about the lobsters? 

B0 Actually, I don't think I will. I'm going to have some fish and lamb, if you 
don't mind. 

A0 OK. What about some trout? They cook very delicious trout here. 



BQ Then some trout. 

A[] I'll have some steak. 

B[] it seems to me that you don't like steak. You didn't eat that when we had 
dinner in New York. 

A[] That's different. It wasn't even cooked! 

BQ It was rare. They call it saignant. 

AQ that mean alive? 

CQ Have you decided, Sir? 

AQ Yes. some trout, lamp, steak, and two special salads, two vegetables, and 
carrots and peas. 

CQ How would you like your lamb? 

BG Not too rare, medium. 

CG What about the steak? 

AG Well done, please. Very well done. 

CG And what would you like to drink? 

AG A bottle of Vodka and some juice, two bottles of Portuguese rose, and 
some juice. 

CG Thank you, sir. 


Notes G □ 

1G I was told that Mr. Nash is a heavy drinker and chain smoker. It's going to 
be hard keeping up with him. 

DDDDDDDDDDDDDDDDDDDDDDDD 

2G I'll have trouble in any case. The guy's interested in photographing and 
butterfly collection and wherever he is he likes talking about that. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
□ □□□□□□□□ 

3Q I guess you could pay half the bill out of your pocket. 

□ □□□□□□□□□□□□□□□ 

4G I often end up doing that. I've spent almost as much as the boss has done 
entertaining the clients. 

□□□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

5G It was rare. They call it saignant. 

□ □□□□□□□□□□□□□□□□□□□ 

6Q two special salads 

D □ □ □ D □ 

7G How would you like your lamb? 

□ □□□□□□□□□□□□ 

8Q Well done, please. Very well done, rare, medium, well done 

□ □□□□□□□□□□□□□□□ Qrare G D D □ D □ Gmediiim G 
Q G □ well done Q □ Q Q □ Q 

9Q two bottle of Portuguese rose 

□ □□□□□□□□ 



Words and Expressions 


assign/3'sain/ 

vQ 

D 

D D 

D 

D 



hill /bil/ 

nO 

D 

D 





butterfly/'bAtsflai/ 

n D 

D 

D 





carrot/'kaerst/ 

n D 

D 

D D 





hostess/'haustis/ 

n D 

D 

D D 

D 

D 

D 

D D 

lamb/kem/ 

nD 

D 

D 





lobster/'bbsts/ 

nO 

D 

D 





medium/ midfiin/ 

aD 

D 

D D 

D 

D 

D 

D 

miser/maizs/ 

nO 

D 

D D 





pea/pi:/ 

n D □ D 





photograph/'feutsgra :i 1 

nD 

D 

D 





pocket/'pokit/ 

nD 

D 

D 





trout/traut/ 

nD 

D 

D 







Lesson 2 Job Interviews 

0 0 0 0 


Key sentences 0 0 0 0 

21[] You' d better start by introducing yourself to the candidate in the 
interview. 

□ □□□□□□□□□□□□□□□□□□□ 

22Q Would you give me some advice on how to get a job? 

00000000000000 

230 You'll give the impression that you can't do anything well unless you look 
for something specific. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□ 

24[] How do I make a good impression in the interview? 

000000000000000 

25G Try to be natural, alert, and interested. 

000000000000000 

260 With your advice I become more confident of myself now. 

000000000000000000 

270 What hobby do you have? 

0 0 0 0 0 0 0 

280 Do you like to work the night shift? 

00000000 

290 I don't particularly like mnning interviews. 

000000000000 

300 Lut s j us t mn through the stages of the interview. 

000000000000000 

310 You should check once more that the candidate hasn't got any more 
questions. 

0000000000000000000 

320 With that, you can know whether the candidate is the kind of person 
you're looking for. 

000000000000000000000000 

330 What kind of structure would you like to follow? 

00000000000 

340 We should introduce Peter at this stage and let him say a few words. 
00000000000000000 

350 Appear confident and show the interviewers that you're competent. 

000000000000000000 

360 Give the candidate a hope. Don't fail him on the spot. 

000000000000000000 

370 Though the appearance isn't everything, it'll give the interviewers the first 
important impression of you. 

0000000000000000000000000000 

380 Th e way you say things, and even the way you seat yourself are the 



important information for the interviewers. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

Dialogue A 

A[] Peter, you're a very experienced interviewer in your company, so could 
you give me some advice on how to get a job? 

B[] I'd love to, but what kind of job do you want first? 

A[] Any kind of white collar work. 

BQ Well, the first thing for you to do is choose one you like and go after it. 
You won't go far if you go around looking for just anything. 

A[]How come? I think the more things I'm willing to do, the better chances I'll 

have. 

B[] No, you'll give the impression that you can't do anything well unless you 
look for something specific. 

A[] Oh, I didn't think of that. Then what? 

BQYou'd better look at the Help Wanted” section in the newspapers and see 
if there'll be anything you lik e. 

A[] A good idea. How do I make a good impression in the interview? 

BQ You should try to put your best foot forward, and be careful of your 
personal appearance. At least you should get yourself dressed up. Appearance isn't 
everything, but it's the first thing an interviewer notices about you. 

A[] Anything else? 

BQ Don't boast and don't be modest. 

A[] What do you mean by this? You can't do the two things at the same time. 

BO Appear confident and show the interviewers that you're competent. Don't 
exaggerate things or you'll give the impression that you're talking big. 

AQ I see. 

BQ Try to be natural, alert and interested. 

AG You've given me very valuable advice and I have more confidence in 
myself now. Thank you very much. 

BQ My pleasure. Good luck to you. 

Dialogue B 

AG Are you going to sit in on the interview, Ann? 

BQ Well, I don't mind sitting in if I'm available, but I'd prefer not to run it. You 
see, I don't particularly like running interviews for other departments. I always 
advise colleagues to mn interviews themselves. 

CG Yes, that makes sense. The appointee will need to work closely with us. 

AQ Yes, and we know what kin d of person we're looking for. So,how about 
you running the interview then, Peter? 

CG Fine, if you have no objections. 

AG No, not at all. 

CG So, let's just mn through the stages of the interview. I'd like us to agree 
who does what so that the interview can go smoothly. So, first stage is 



introductions. Why don't you do that, Paul? Then I'll handle the main part. 

A[] I like to start by introducing myself and then move to a neutral chat-travel, 
weather, that sort of thing. 

BQ That sounds fine. Though we should introduce Peter at this stage and let 
him say a few words. 

A[] Right. Is that enough for the first stage? 

B [] A bit more, I think. I recommend that you briefly explain the 
decision-making process. It all helps the candidate to settle down and also shows a 
professional image. 

A[] OK, I've got that. So it's over to you, Peter. 

CQ Right, The main part. Asking questions to get information. 

B[] What type of structure would you like to follow? 

CQ Sorry, what do you mean? 

BQWell, you can organize this stage biographically—education, qualifications, 

work experience— or base it on areas of interest to us-experience relevant to 

the job. 

CQ What would you suggest? 

BQ Depends on you. Just as long as you have a stmcture to start with and 
follow it— until you find a more interesting avenue to pursue. 

CQ OK. So questions first to elicit information. 

BQ Yes, and remember to start with the closed ones. You know the ones that 
deal with concrete facts, like when, where, what, and why. 

Notes Q Q 

IQ You won't go far if you go around looking for just anything. 

0000000000000000000000 

2Q I think the more things I'm willing to do, the better chances I'll have. 

00000000000000000000 

3Q Help Wanted 

0 0 0 0 0 

4Q You should try to put your best foot forward, and be careful of your 
personal appearance. 

00000000000000000000 

put one's best foot forward/foremost 0000 " 000 ” 000000 
0 0 " 0 0 0 0 " 0 

5Q Don't exaggerate things or you'll give the impression that you're talking big. 

0000000000000000000 

6Q Are you going to sit in on the interview, Ann? 

0000000000 

sitm ooooooooooooooo 

7Q I recommend that you briefly explain the decision-making process. It all 
helps the candidate to settle down and also shows a professional image. 

00000000000000000000000000000 



□□□□□□□□□□□□□□ 

8[]Well, you can organize this stage biographically—education, qualifications, 
work experience—or base it on areas of interest to us—experience relevant to 
the job. 

□ □□□□□□□□□□□-□□□□□□□□□□-□ 0 □ 

□□□□□□□□-□□□□□□□□□□ 

9Q .. .until you find a more interesting avenue to pursue. 

□ □□□□□□□□□□□□□□□□ 

100 ■ ■ -and remember to start with the closed ones. You know the ones that 
deal with concrete facts like when, where, what and why. 

00000000000000000000000000000 

0000000000000000000000 

Words and Expressions 


alert/9'l9:t/ 

aQ 

0 

0 

0 

0 

0 0 0 

avenue/'aivinju: / 

n0 

0 

0 

0 

0 

0 

appointee/9p9in'ti:/ 

nQ 

0 

0 

0 



biographically/,baiou'gradikli/ 

advO 

0 

0 

0 

0 

boast/b9ust/ 

vQ 

0 

0 

0 

0 

0 

candidate/'kaendidgt/ 

nQ 

0 

0 

0 



concrete/'konkrkt/ 

aQ 

0 

0 

0 



clicit/i 'lisit/ 

vQ 

0 

0 

0 

0 

0 

image/imid3/ 

nQ 

0 

0 




impression /im'prejgn/ 

nQ 

0 

0 




modest/modist/ 

aQ 

0 

0 

0 



ncutral/'nju:tr9l/ 

aQ 

0 

0 

0 



objection/ 9b'd3ekj9n/ 

nQ 

0 

0 




professional/prg'fcjgnl/ 

aQ 

0 

0 

0 



pursue/pg'sju:/ 

vQ 

0 

0 

0 

0 

0 

recommend/rekg'mend/ 

vQ 

0 

0 




structure/'strAktjg/ 

nQ 

0 

0 






Lesson 3 Signing a Contract 

0 0 0 0 


Key sentences Q Q Q Q 

39Q I've been authorized to go ahead and discuss an agreement with you. 

□ □□□□□□□□□□□□□□□□ 

40[] The term is too short for us to make a profit. 

□ □□□□□□□□□□□□□□□□ 

41[] I'd like to suggest a four-year contract. 

□ □□□□□□□□□□□□ 

42[] If the agreed sales targets are not reached, we'd naturally terminateour 
agreement. 

□ □□□□□□□□□□□□□□□□□□□□□ 

43G We'll draft the agreement according to today's talks. 

□ □□□□□□□□□□□□□□□ 

44[] Before we sign the contract, there're still a few points to clarify. 

□ □□□□□□□□□□□□ 

45 Q I think the agreement has covered everything. 

□ □□□□□□□□□□□□□□□’ 

46Q Please go through the draft contract and make sure everything is all right. 

□ □□□□□□□□□□□□□□□□ 

47[] Here's your copy of the amended contract. 

□ □□□□□□□□□□ 

480 Do you have any comment on this clause? 

□ □□□□□□□□□□□□ 

490 The contract is to be written in Chinese and English and both languages 
are equally effective. 

0000000000000000000000000 
50Q There's one thing we can't accept in the Clause 8. 

0000000000000000 

510 We had a close study of the contract last night. 

00000000000000 

520 There're a few points we have to discuss again before we sign the 
contract. 

0000000000000000000 
530 I have no more questions about this clause. 

000000000000 

540 Do you have any different ideas about the clauses and wording? 
00000000000000000 

550 I'm so glad that we've reached an agreement on the particular contract. 
00000000000000000 

560We'll sign the contract tomorrow morning, at 8, in the meeting-room, shall 

we? 

0000000000000000000 



57 Q We're going to have a signing ceremony and the head of the two 
companies will be present. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□ 

58Q I think everything's ready for our signatures on the contract now. 

□ □□□□□□□□□□□□□□□ 

Dialogue A 

AQ I've been authorized to go ahead and discuss an agreement with you. 

E>G Then what's your idea? 

AG Well, we'd like to see how successful you are in developing sales before 
committing ourselves to a longer-term agreement. 

BG But the term is too short for us to make a profit. We suggest a two-year 
contract. 

AG I see. What sort of commission were you thinking of? 

BQ Ten per cent. We also like a fixed subsidy, at least in the early stages. This 
helps us make up for the high initial expenses of establishing a product. 

AG Ten per cent seems reasonable, but I'm not sure about the subsidy. 

BQ A straight ten per cent can't cover our expenses in the initial stages. 

AQWe could perhaps have a sliding scale of commission without a subsidy for 
a period longer than two years. Say four year. 

BQ I think four years is acceptable. 

AG All right, but if the agreed sales targets are not reached, we'd naturally 
terminate our agreement. 

BQ Reasonable. Actually our initial outlay will be on advertising. 

What assistance can you give us? 

AG Shall we split the cost fifty-fifty? 

BQ Fair enough. 

AG I think we're agreed then. I'll draw up an agreement at once. 

BQ OK. Just let us know when you get it ready. 

AG Well, we've gone over the agreement. Before signing, there're still a few 
points to clarify. First, it'll be necessary for you to supply us with adequate trade 
literature in English. 

BQ I'll see to that right away. If you can let us know the quantity, we can let 
you have it in about ten days. 

AG Fine. Second, it's essential for you to respond promptly to any problems 
that may arise. 

BQ Certainly. If anything comes up, just call us. 

AG We expect you to do your utmost to achieve the highest market 
penetration for our products. 

BQ I think that covers everything. Let's have a toast to the success of our 
agreement. 

AG Yeah. 

BQ Here's to our success. 

AG To our success. 



Dialogue B 

AQ Good morning, Mr. Blake. You've read the draft contract. I'm sure. Do 
you have any different opinions about the clauses and wording? 

BQ Yes, I've had a close study of it. On the whole, it's what we were agreed 
on yesterday, but there're a few points that need detailed discussion today. 

A[] What are they? 

BQ First, it's Clause 4 about packing. It's our usual practice to ship our 
products in containers. That'll be much safe and it'll also save time and money, but 
in the draft contract it's wooden cases. I suggest we put in the words" containers 
are allowed” . 

AQ Right. Both wooden cases and containers have their own advantage for 
packing; it depends on the actual situation. But in this way there's a choice. Agreed. 

BQ Secondly, it's clause 8 about" Late Delivery and Penalty” . 

A[] What's your idea? 

B[] It says" Should the late delivery exceed eight weeks, the buyer shall have 
the right to cancel the contract” . As for whether the shipment will get to your port 
in time as you want, it's beyond our powers and functions. We're only responsible 
for making shipment as per contract time. If we deliver the goods according to the 
time we've agreed on, but they don't arrive within eight weeks because of 
unforeseen reasons, you will terminate the contract. It's not fair. 

A[]I partially agree with you. We should reconsider it and weight the wording. 
What we want is your guarantee of a timely delivery. 

B[] We've mentioned this in that clause. 

A[] The last point is about the arbitration. As I remember, in the past dealings 
with your company, we were agreed that 

arbitration would be held in a third country. How come you want it in your 
country? 

BQ As I see it, it's only a matter of wording. First, I think we agree that the 
arbitration commission in our country enjoys high international prestige. Second, in 
the past years we settled all the disputes arising from our business transactions with 
you through friendly consultations and I don't see any occasion for arbitration for 
this transaction. So I think this will not really make any difference. 

A[] You're right about our past transactions, but we'd better have it held in the 
third country if arbitration cannot be avoided. 

BQ OK, no problem. 

A[] Anything else? 

BQ No, I think that's all I have. 

AQ Fine. I'll get the original of contract ready this afternoon. Shall we sign it 

then? 

BQ Sure. Then the contract will come into effect. 


Notes Q n 



1 Ql'd like to see how successful you are in developing sales before committing 
ourselves to a longer-term agreement. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

commit oneself to sth./doing sth. 0 0 D □ 0 0 0 □ 0 □ 0 

□ □ We can't commit ourselves to any concrete proposal. 

□□□□□□□□□□□□a 

2[]We also like a fixed subsidy, at least in the early stages. This helps us make 
up for the high initial expenses of establishing a product. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

0 □ 

30 A straight ten per cent can't cover our expenses in the initial stages. 

□ □□□□□□□□□□□□□□□□□□□ 

4Q We could perhaps have a sliding scale of commission without a subsidy for 
a period of longer than two years. Say four years. 

000000000000000000000000000000 

50 Actually our initial outlay will be on advertising. 

0000000000000000 

60We expect you to do your utmost to achieve the highest market penetration 
for our products. 

0000000000000000000000 
70 Both wooden cases and containers have their own advantage for packing; 
it depends on the actual situation. 

0000000000000000000 

80 Should the late delivery exceed eight weeks, the buyer shall have the right 
to cancel the contract. 

00000000000000000000 

90- ■ -it's beyond our powers and functions. We're only responsible for making 
shipment as per contract time. 

00000000000000000000000000 

as per 0 0 0 according toQ 

0 0 The work has been carried out as per the boss' instruction. 

00000000000000000 
100 unforeseen reason 

0 0 0 0 0 0 0 

110 We should reconsider it and weight the wording. 

0000000000000000000 
120 the arbitration commission 

0 0 0 0 0 

130 the original of contract 

0 0 0 0 

140 Second, in the past years we settled all the disputes arising from our 
business transactions with you through friendly consultations and I don't see any 
occasion for arbitration for this contraction.0 00000000000000 
0000000000000000000000000000000 



□ □ D □ 


Words and Expressions 


arbitration/a :bi'trei {an/ 
authorize/ 1 a :() arai zJ 
clarify/k'laerifai/ 
clause/kl a:z/ 
commission/k a'mi{an/ 
commit/ka'mit/ 
consultation/,k ans al'teifan/ 
container/k aritein a/ 
dispute/dis'pju:t/ 
guarantee/'g aeran'ti:/ 
initial/i'ni {al/ 
outlay/'autlci/ 
original/a'rid 3 a n a]/ 
penalty/'pen alti/ 
prestige/presti:3/ 
promptly/'pramptli/ 
shipment/ {ipmant/ 
subsidy/'s Absidi/ 
terminate/t aanincit/ 
transaction/tr aen'z aek {an/ 
unforeseen/, Anf a:'si:n/ 


nO D □ 
vD □ □ □ □ □ 
vOOOOOO 
no D □ 

nO D □ D □ □ 

vDDDDDDDDDD 
nQ □ □ □ □ □ 
nO D □ □ 
nO □ □ □ D D 
nQ □ □ 
an D □ D 
nO □ □ D □ D 
nO D □ □ □ D 
nQ □ □ 
nQ □ □ 

advQ D □ D 

nQ □ □ □ □ □ 
nO D □ D □ D □ 
vD □ □ 
nQ □ □ 

a D □ □ □ □ □ 



Lesson 4 Bargaining 

□ □ □ □ 


Key sentences Q Q Q 0 

59Q The prospects for sales of this product will be quite good in Europe. 

□ □□□□□□□□□□□□□□□ 

60Q The major problem is the price. 

□ □□□□□□□ 

61[]We really want to do the business with you, but the price you've offered is 
a bit too high. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

62Q We believe our products are of very good quality and they can surely sell 

well. 

0000000000000000000000 

63G What's your offer then? 

□ □□□□□□□□□ 

64[] It'll be difficult for us to make any sales with that price. 

□ □□□□□□□□□□□□□□ 

65 Q You know the price of this kind of goods has gone up since last year. 

□ □□□□□□□□□□□□□□□□□□ 

66 0 Considering that, I should say the price is reasonable.[] 0 0 0 0 0 0 

□ □□□□□□□□□□ 

67G I'm sure other companies are lowering their prices. 

000000000000000 

680 We'll have difficulty in convincing our clients at your price. 

00000000000000000000 
690 Can you tell me what's the lowest price you can offer? 

0000000000000000 

700 You know we usually don't give any discount. 

00000000000000 

710 I'm wondering if you could allow us 5 per cent discount. 

0000000000 50 0 

720 Only 2 per cent? That's not much. 

00 20 00000 

730 Our products enjoy high popularity in your country. 

00000000000000000 

740 I'm thinking of ordering 500 boxes if your prices are reasonable. 

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 500 0 0 

750 I usually get 5 per cent commission from my supplier in South Asia. 

00000000000000 50 0000 

760 You should know our prices are favorable considering the quality. 

00000000000000000000000 
770 If they can take care of the freight and insurance, it'll save us a lot of 
trouble. 



□□□□□□□□□□□□□□□□□□□□□□ 

78Q I've made it clear from the beginning that the coming season means big 
profit to you if you buy our products. 

QGGQQGQQGQQGQQGQQGGQQQQGGGGGG 
G G G G G 

Dialogue A 

AQ Good to see you again. 

E>G Me too. 

AG Would you like a cup of tea? 

BQ Yes, please... Thank you. 

AG You're welcome. 

BQ Well, you'll be pleased to hear that your products interest us. 

Prospects for sales seem to be quite good in China. 

AG Excellent. 

BQ Shall we go over the main points now? 

AG Yes. What's your idea? 

BQ I've talked with our manager. Hie main point is the price .The price you've 
offered is a bit too high. As you know, the market for fast-moving consumer goods 
is quite competitive, so we must be careful. With the price we can't make any 
profit. 

AG But the price of the raw material is keeping rising. If we have the product 
at the price you offered, we even can't cover the cost. 

BQ I partially agree. We really want to order your products, but the price is 
the major problem. 

AG We believe our products are of very good quality and they can surely sell 

well. 

BQ Can you give us a choice? 

AG We can discuss. Oh, look, it's twelve now. Let's have lunch together and 
we can continue our discussion over the meal. 

BQ That'll be fine. 

Dialogue B 

AG Mr. Lin, What's you offer? 

BQ We've been holding it for you, Mr. Hans. G 20 per kilogram. 

AG That's too high! It'll be difficult for us to make any sales. 

BQ Mr. Hans, you know the price of black tea has gone up since last year. 
Ours compares favorably with what you might get elsewhere. 

AG I'm afraid I can't agree with you there. India ahs just come into the market 
with a lower price. 

BQ But everybody in the tea trade knows that Chinese black tea is of top 
quality. Considering that, I should say the price is reasonable. 

AG No doubt your tea is of a high quality, but still, there's keen competition in 
the market. I'm sure some countries are lowering their prices. 



BQ So far our commodities have stood the competition well. The very fact that 
other clients keep on buying speaks for itself. Few other tea can compare with ours 
either for flavor or color. 

A[] But we'll have difficulty in convincing our clients at your price. 

BQ To be frank, we'll definitely offer a much higher price to any other client. 

AQ All right, in order to keep the good relation and business with you, I 
accept. 

BQ I'm glad we've settled the price. 

A[] Now about the quantity. You said you could offer me only 500 cases, but 
it's not enough I think. I hope you can offer at least 800 cases. 

BQ Sorry, I don't think we can offer you that much this time. As a matter of 
fact, we've made special effort to get even these 500 cases for you. 

A[] All right. We'll take these 500 cases this time. But I hope you'll supply 
more next time. 


Notes 0 □ 

10 As you know, the market for fast-moving consumer goods is quite 
competitive. 

ooooooooooooooo 

20 raw material 

ODD 

30 We've been holding it for you, Mr. Hans. 

ooooooooooooooo 

40 Ours compares favorably with what you might get elsewhere. 

000000000000000000000 

50 of top quality 

0 0 0 0 

60 ■ ■ - but still, there's keen competition in the market. 

OOOOOOOOOOOOOOO 

70 So far our commodities have stood the competition well. The very fact that 
other clients keep on buying speaks for itself. 

00000000000000000000000000000 

0000000000000000 

0 0 0 stand 000 " 00000 ” 0 speak for itself/themselves 0 0 
" 0 0 0 0 " 0 

0 0 1 can't stand being ordered about. 

00000000000000 

1999 has been a very good year for us-the figures speak for themselves. 

1999 ooooooooooooo —0 0000000000 

Words and Expressions 


case/keis/ 


nQ 0 0 



choice/tf3is/ 

nO 

D 

D 



commodity/k 3'm oditi/ 

n D 

D 

D 



compare/k am'pca/ 

vD 

D 

D 



competitive/k am'petitiv/ 

aD 

D 

D 

D 


convince/k an'vins/ 

vD 

D 

D 

D 

D 

llavor/'llcivs/ 

nQ 

D 

D 



India/'indi 3/ 

nD 

D 

D 



lower/'lau 3/ 

vD 

D 

D 



offer/ 1 3f3/ 

nD 

D 

D 



prospect/'prospekt/ 

nD 

D 

D 



quantity/'kwontiti/ 

nD 

D 

D 

D 

D 

raw/ro/ 

aD 

D 

D 

D 

D 

supply/ss'plai/ 

vD 

D 

D 





Lesson 5 About Advertising 

0 0 0 0 


Key sentences GOOD 

79Q You're not to cut down my advertising budget again, are you? 

□ □□□□□□□□□□□□□ 

80 G I think it's too hard for the average customers to understand the 
directions. 

DDDDDDDDDDGDDDGGGDDDD 

8IQ I have to draw an advertising leaflet for the new product. 

DGDGDGGGGGGGGG 

82Q What kind of image do you want to convey in the advertisement? 

□ □□□□□□□□□□□□□□ 

83G What special features should I emphasize in the advertisement? 

□ □□□□□□□□□□□□□□ 

84G Do you think we should include some performance data? 

□ □□□□□□□□□□□□□□ 

85G A picture gives better impression than just a diagram. 

DDDDDDDDDDGDDDD 

86G Here're the results of the tests on the prototype. You may need them in 
the ad. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

87Q Definitely the advertising budget will have to be cut. 

DDDDDGDGDGD 

88G We won't expect the sales will be as high as last year if we're not going to 
push this product this year. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

D □ D 

89 G We're sure the sales will start to recover with the successful 
advertisement. 

00000000000000000 

900 They've decided to start a large-scale promotion in summer. 

000000000000000000 

910 The boss always complains that we've spent so much on advertisements 
but the results are not satisfying. 

00000000000000000000000000 
920There're two opposite opinions. One is to put more into ads,and the other 
to cut down on ads. 

00000000000000000000000000000 

930 The experts believe that advertising is to condition people's mind. 

00000000000000000000 

940 If the ad is well done, the products of average quality will sell well. 

0000000000000000000000 

950 Many companies are spending a lot money on ads when they produce a 



new products. 

000000000000000000000000 

96Q Some big companies advertise their products by sponsoring big sports 
events. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

0 □ 

97[] I think sponsorship is better than straight advertising. It's less expensive 
and tax-free. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□ 

980 It doesn't pay if we spend so much on ads. It's the media that make the 
biggest profit. 

0 □ □ □ 0 □ □ □ 0 □ □ 0 0 □ □ □ 0 □ □ 0 0 0 □ □ 0 □ 0 □ 

Dialogue A 

AO You want to see me, Miss Nash? 

BO Yes, Mr. Karl. Come on in and take a seat. I was just looking over the 
predicted figures for the new product we're working on, and it'll never sell at the 
prices we charge. It just isn't competitively priced. 

AO You're not going to chop up my advertising budget again, are you? 

BO Well, we have to cut comers somewhere, and it's either that or research. 
You know how difficult it is to get volunteers for our beauty products. 

AO Yeah, Mr. Langley has told me some of his volunteer -recruiting stories. 
But maybe he's just not taking the right approach with these women—I mean, first 
they have to be convinced that their bodies are not some kind of holy shrine,and 
that a little experimentation is good for everyone. 

BO Do you really think so? 

AO Of course. It's crazy for some people to get so hung up on their looks. By 
the way, what is the new product we're putting together? 

BO It's a hair tonic. And, since you have such a liberal attitude towards 
experimentation, and excuse my observation, but the least amount of hair you've 
got in the company, maybe you'd be willing to let us test out the product on you. 

AO Me? Oh, I couldn't. I mean, what if something went wrong? What if it had 
the opposite effect? Miss Nash, I tell you,every day I go to bed with the same 
amount of hair I woke up with, I thank my lucky stars. 

BO Well, I don't know what we're going to do. 

AO Advertising—definitely, the advertising budget will have to be cut. 

Dialogue B 

AO Hi, Ruth. I've got my first real job. I have to draw an advertising leaflet for 
the new product. Will you please give me some background information on it? 

BO I'm sorry I can't though I want to very much, but I'm sure Mr. Harden can. 
Ah, here he is. Mr. Haidcn, this is Edward Culross, my very fellow trainee. He's 
working in Mr. Wood's section and he's after some background i nf ormation on the 
new product. 

CO Pleased to meet you, Mr. Culross. Come into my office. Now, what do 



you want to know? 

AQ Well, I've got the diagrams and technical data, but I'd like a general 
description of the product. What kind of image do you want to convey? What 
special features should I emphasize? 

CG The main attraction of this product is economy. Several new design 
features make it more efficient than many similar and more expensive products 
made by our competitors. 

AG Do you think I should include some performance data? 

CG That's a very good idea. Here're the results of the tests on the prototype. 
There isn't a production model available yet. 

AG What about the prices? 

CG We haven't finalized them yet. Anyway they'll be on a separate sheet. You 
needn't worry about them for the time being. 

AG I think that's all I need for the moment. Thank you very much. 

CG Has Mr. Wood said anything about pictures? 

AG No. Do you think I should include some? 

CG Yeah. A picture gives better impression than just a diagram. Have a word 
with him about it, will you? 

AG Surely I will. 


Notes G □ 


1G predicted figures 

DDDDDDDDDDDDD 

2Q chop up 

3G Well, we have to cut comers somewhere, and it's either that or research. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

4Q holy shrine 

□ □ 

5Q It's crazy for some people to get so hung up on their looks. 

□ □□□□□□□□□□□□□□□□□□□□ 

get/be hung up on/about GDD "□□□□□□□□□"□ 

G G She's hung up about people knowing she's a typist in the company. 

□ □□□□□□□□□□□□□□□□□□ 

6Q hair tonic 

D □ □ 

7G ...excuse my observation, but the least amount of hair you've got in the 
company, maybe you'd willing to let us test our product out on you. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
□ □□□□□□□□□ 

8Q ■. .and he's after some background information on the new product. 

□ □□□□□□□□□□□□□□□□□ 

be after sb./sth. G D D D D be looking forG 



D □ The police are after a short man with a tattoo on his arm. 

□ □□□□□□□□□□□□□□□□□□□ 

He's not after anything in particular. 

DDDDDDDDDDDDDD 

9U The main attraction of this product is economy. 

□ □□□□□□□□□□□□□□□□□ 

10Q Have a word with him about it, will you? 

□ □□□□□□□□□□ 

Words and Expressions 


approach/o'prautf/ 

nO 

D 

D 




chop/tjbp/ 

vQ 

D 





d i ag ram/'da ia grae m/ 

n D 

D 

D 




cfficicnt/iTijant/ 

an 

D 

D 

D 



experimentation/ik,sperimen'teifan/ 

C 

D 

D 




finalize/fainalaiz/ 

vQ 

D 

D 

D 

D 

D 

holy/inli/ 

aD 

D 

D 

D 



leaflet/li:flit/ 

n D 

D 

D 

D 



libcral/'libaral/ 

aD 

D 

D 

D 

D 

D 

observation/,absa'veijan/ 

nO 

D 

D 

D 

D 

D 

prototype/'pra u tataip/ 

nO 

D 

D 




recruit/ri'kruit/ 

vD 

D 

D 

D 

D 

D 

similar/simila/ 

aD 

D 

D 

D 



shrinc/frain/ 

nD 

D 

D 

D 

D 

D 

tonic/tanik/ 

nD 

D 

D 

D 

D 

D D 

trainee/trei'ni:/ 

nD 

D 

D 

D 



volunteer/, vofen'tia/ 

nD 

D 

D 

D 





Lesson 6 Marketing 

□ □ 


Key sentences 0 0 0 0 

99Q The modem image of a company is the impression that people have of 
that company as a whole. 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

1 OOQHow do you value the function of marketing in the management process? 

□ □□□□□□□□□□□□□□□□ 

1010 It plays a very important part in the entire process of management. 

□ □□□□□□□□□□□□□□□□□□ 

102D Marketing is a three-sided function. 

□ □□□□□□□□ 

103 G Marketing research and product development are one side and 
advertising and sales promotion are another. 

000000000000000000000000000 

104G Selecting the appropriate marketing channel in the beginning is vital. 

GGGGGGGGGGGGGGGGGGGG 

105Q It's important to establish a clearly defined marketing policy at the 
beginning. 

00000000000000000000 

1060To be frank, I know very little about the marketing conditions of Europe. 

0000000000000000000 

1070 You'll lose the market completely if you ignore this. 

000000000000000000 

1080 We're thinking of appointing an agent for our products. 

00000000000000 
1090 We'll ask him to do a market research. 

0000000000000 

1100 I believe it's high time you changed your sales approach. 
0000000000000 

1110 You won't reach all your potential customers in the present way. 

00000000000000000000 

1120 Your policy is paid off in our market. 

00000000000000000 
1130 Sometimes the best gain is to lose. 

000000000 

1140 I can put you in touch with one or two advertising agents. 
0000000000000000 

1150 They're professionals and know the business and the local conditions 

well. 

00000000000000000000 

1160 That's because we always put quality at the top of everything. 

0000000000000000 



117[] Customers won't worry so much about the price if your product is really 
the best. 

□ □□□□□□□□□□□□□□□□□ 

1180 If you change your method of selling, you'll do even better. 

□ □□□□□□□□□□□□□□□□ 

Dialogue A 

AO Is there anything urgent for us to do this week? 

BO Yeah, some of the literature has been up-dated and every salesman has to 
get a complete new set. 

AO What sort of amendments have been made? 

BO In most cases, the pictures have been changed. 

AO Why changed the pictures? I think those are quite good. 

BO It's about the company's image. It's important that everything should be 
modem and keep with the current trend. 

AO Do they have to change that frequently? 

BO Not frequently, but any reputable company must have an absolutely 
modem image. 

AO What do you mean by modem image? 

BO Well, it's basically the impression that people have of the company as a 
whole. Everyone regards this company as a very modem go-ahead company, and 
everything in connection with the sales presentation should reflect this impression. 

AO What other changes are made? 

BO Occasionally a brochure will be printed in a different type-face .Now and 
again a production description will be modified. New application of the product 
may be illustrated. Sometimes patent or registered design numbers have to be 
added. 

AO Are all the products patented? 

BO I think so, but I'm not quite sure about that side of things. That's the 
company secretary's responsibility. 

AO I learned so much today! 

BO Actually there's still a lot more for us to know. 

Dialogue B 

AO How do you value the function of marketing in the management process? 

BO I think it's an essential part of entire process of management. But many 
people still don't see it this way. They think marketing and management are 
separate and independent from each other. Actually the two are the parts of the 
same process. 

AO I see eye to eye with yon Marketing is surely not restricted to just buying 
and selling. 

BO I like to see marketing as a three-sided function, and each side is closely 
connected with the management process. 

AO You mean development, advertising and sales as the three functions? 



BQ Absolutely. Marketing research and product development are one side, 
advertising and sales promotion are another, and sales service and administration 
are the third. 

AQ And the concept of integrated management functions operates in each of 
these areas? 

BQ Yes, effective management in each must be coordinated with effective 
overall management to make the entire process successful. 

A[] I quite agree with you. That's the way to look at it. 

Notes Q Q 

ID Some of the literature has been up-dated and every salesman has to get a 
complete new set. 

DDGDDDDGDDDDDDGGDDDDGDDGDDD 

2Q keep up with the current trend 

D □ □ □ D □ D 

3D ■ ■ - but any reputable company must have an absolutely modem image. 

□DDDDDDDDDDDDDDDDDDDDDD 

4D Everyone regards the company as a very modem go-ahead company, and 
everything in connection with the sales presentation should reflect this impression. 

DDGDGDDGDGDDGDGGDDGGGDGDGGDGG 

DDDDDDDDDDDDDDDDD 

go-ahead DDD"DDDGDGDGD" D 

G G That go-ahead company introduced profit-sharing. 

DDDDDDDDDDDDDDDD 

5Q type-face 

D D 

6G New application of the product may be illustrated. 

D D D D D D D D D D D D D D 

7Q Actually the two are the parts of the same process. 

DDDDDDDDDDDDDDDDD 

8D I see eye to eye with you. 

DDDDDDDDDD 

see eye to eye D D D " D D " D 

D D He never saw eye to eye with his section head. 

DDDDDDDDDDDDDDD 

9D Effective management in each must be coordinated with effective overall 
management to make the entire process successful. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 
D D D D D D 


Words and Exp ressions 


amendment/a 'mendmant/ 


nD D D D D D 



coordinate/kau'a :dineit/ 

current/'kArant/ 

illustrate/'ilalstreit/ 

integrate/'intigreit/ 

modify/'madilai/ 

occasionally/a'keSanali/ 

overall/'auvara:]/ 

patent/'peitant/ 

presentation/'prezan'teifan/ 

register/'red3ist/ 

reputable/'repj utabl/ 

trend/trend/ 

up-date/'Apdeit/ 


nQ □ □ 

aQ □□□□□□□ 
vQ □ □ 

vQDDDDDDD 
vQ □ □ □ □ □ 

advQ □ □ 

aD □□□□□□□ 

nO/vDDDOOOOO 

nDOOOOO 

vQ □ □ □ □ □ 

an □ □ D □ 

no D □ □ D D 

vQOOOOOOO 



Lesson 7 Market Research 

0 0 0 0 


Key sentences Q Q Q Q 

1190 How does a company start selling a new product? 

□ □□□□□□□□□□□□□□□□□ 

1200 Do you often carry out market research? 

000000000000 

1210 What's the object of market research? 

00000000000 

1220 One of the purposes of market research is to find out whether there's a 
market for the product. 

00000000000000000000000 
1230Sometimes the companies do their own market research, and sometimes 
they employ specialists to do it. 

000000000000000000000 
1240 In the early stage, the regional managers do the research. 

0000000000000000^ 

1250 A salesman must have a good understanding of the applications, design 
features, special advantages and almost everything of the product the company 
produces. 

00000000000000000000000000000 

0 0 0 0 0 

1260 Salesmen have to attend refresher courses frequently. 
000000000000000 

1270Market research and marketing research should be seen as two different 
functions. 

0000000000000000000000 
1280 Market research is actually an analysis of a specific market for a 
particular product. 

0000000000000000000000000 
1290 But marketing research is the study of all processes involved in getting 
goods from the producer to oustomers. 

00000000000000000000000000000 
1300 We forecast that the market for this kind of product will decline rapidly 
over the next several years. 

00000000000000000000000 

1310 Marketing research is broader and involves more functions of sales. 

0000000000000000000 

1320 The preliminary market test is due to start next month. 

0000000000000 

1330 Let's look at the original plan and see where we've got to. 

000000000000000000000 

1340 Our sales reached the target and the customers' reaction was good. 



□□□□□□□□□□□□□□□□□□□□ 

135[] They have no problems with production during the test market phase. 

□ □□□□□□□□□□□□□□ 

136Q Apart from advertising and promotion campaign, we're going to hold 
national and local press conference. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

137[] We have to mn the market test for two months. 

□□□□□□□□□□□□a 

138Q Everyone knows that there've been some major changes in our market 
over the last five years. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

Dialogue A 

AQ Generally, how does the company start selling a new product? Do the 
salesmen just go from door to door and say " Here's a wonderful new product and 
it's what everyone longs for and can solve any problem of yours" ? 

E>G In some cases they can do that. But a great deal of work has been done 
beforehand in the way of product development, market research, test marketing 
and so on. 

AG How is market research carried out? 

BQ That's a very wide question. A whole book can be written on this subject. 
But to put it in a very simple way, one of the objects of market research is to find 
out whether there's a market for the product and whether we can sell the product 
in the market. 

AG Who do this kind of job then? 

BQ Sometimes we carry out our own research, but for major products where 
development costs are likely to be high, we employ specialists. 

AG Do our own salesmen take part? 

BQ In the early stages, only the regional managers do. If we decide to have 
some test marketing, some of the senior salesmen are brought in. 

AG It seems to me that the salesmen receive some special training. 

BQ Yes, they all have in itial training course when they first join the company, 
and this includes product training. 

AG What is that? 

BQ As a salesman he or she must fully understand the various applications, 
design features, special advantages and almost everything of the products we 
produce. 

AG Then the salesmen have to refresh themselves frequently since we keep 
producing new products. 

BQ Exactly. They attend a short refresher course once a year. 

Dialogue B 

AG Nowadays people like to use the two terms market research and 
marketing research, but many seem to confuse the two. They see them as the same 



things. I really think the two as different functions. 

B[] I agree with you. Market research is actually an analysis of a specific 
market for a particular product. For example, how many potential customers there 
are and where they are located. Marketing research is much broader than that and 
it refers to many functions of sales. 

AQ I like the concept of merchandising. Many functions and processes are 
related to it. 

BQ Yes. I would say that marketing research can be defined as gathering, 
recording and analyzing all facts about problems related to merchandising. 

AQ Does this also include planning, transport services and communication, 

too? 

B[] Surely, they're all the parts of the merchandising process and this is what 
marketing research exactly means. 

A[]In other words, marketing research is the study of all processes involved in 
getting goods from the producer to the customers rather than just an analysis of a 
particular market for a particular product. 

BQ Yes, quite right. 


Notes □ □ 


ID in some cases 

0 0 0 0 0 0 

0 0 □ 

in any case □ □ □ □ □ in no case 0 0 

2Q But a great deal of work has been done beforehand in the way of product 
development, market research, test marketing and so on. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

0 0 0 0 

3D ... some of the senior salesmen are brought in. 

□ □□□□□□□□□□□□□ 

bring sb. in DDDDDDDDDDDD 

D D Why don't we bring in some of our staff to get their view? 

□ □□□□□□□□□□□□□□□□□□□□ 

40 Then the salesmen have to refresh themselves frequently since we keep 
producing new products. 

DDDDDDDDDDDDDDDDDDDDDDDD 

50Nowadays people like to use the two terms market research and marketing 
research, but many seem to confuse them. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 
D D D D 

60 I would say that marketing research can be defined as gathering, recording 
and analyzing all facts about problems related to merchandising. 

00000000000000000000000000000 
0 0 0 0 



7[] transport service and communication 

□ D □ □ □ D □ 

Words and Expressions 

beforehand/bi'fb tend/ 

advO □ D □ D □ 

confuse/k9rifju:z/ 

vQ □ □ 

coursc/ko:s/ 

nQ D D 

gather/'gaecta/ 

vD □ □ □ □ □ 

locate/lou'keit/ 

vD □ □ □ □ □ 

merchandise/'me fjandaiz/ 

no /vO □ □ D □ D 

nowadays/'nausdciz/ 

advO □ □ 

object/' 3bd3ikt/ 

nQ □ □ 

refresh/ri'fref/ 

vQDOOOOOOOO 

rcgional/iid.^ino/ 

an D □ D 

solvc/so:l\7 

VO □ □ 

specialist/'spejalist/ 

nO D □ 

term/t3:m/ 

no D □ □ D □ 

long for 

□ D 



Lesson 8 Company Gossip 

0 0 0 0 


Key sentences 0 0 0 0 

1390 In some companies they have a tea break in the morning and afternoon. 

□ □□□□□□□□□□□□□□□ 

1400 Why can't we have a tea break here in our company? 

00000000000000 

1410 What the boss thinks of all the time is work and money. 

00000000000000 

1420 Don't tell me to work tomorrow. It's my weekend. 

00000000000000000 

1430 Th e boss kept us drinking until 5 a. m. . My head felt like was going to 
explode. 

000D00000000000000000 

1440 I've got to tell you something about Mr. Nixon. 

00000000000000000 

1450 Did you hear that the secretary's going to get married? 

0000000000000 

1460 They didn't keep it a secret successfully. 

00000000 

1470 Haven't you noticed the way he ta lks to her? 

00000000000000 
1480 I didn't see anything unusual. 

000000000000 

1490 She's ki nd and tenderhearted and she treats everyone in the same way. 

000000000000000000 

1500 Married life will surely change him. 

00000000000000 

1510 Have you heard anything about who's going to get transferred to where 
this time? 

000000000000000000 

1520 Is it hue that the section chiefs going to resign? 

0000000000000 
153Q I've heard it through the grapevine. 

00000000000 

1540 He likes to borrow money from his workmates. 
00000000000 

1550 What's wrong with him? He's been looking so blue in the past few days. 

0000000000000000 

1560 How come they're acting like children? 

00000000000000 

1570 I wish they'd get the right people for the right job. 

0000000000000 



158Q He's got promoted to branch manager. What has he done? 

□ □□□□□□□□□□□□□□□□□□ 


Dialogue A 

AQ Working for four hours at a stretch really makes me tired.Why can't we 
have a break like many other companies. We need at least a tea break. 

B[] Our boss is dead nuts on work. Keeping on working and making money 
is what he has in his mind. Nothing else. 

A[] But we workers need rest. 

B[] Actually in some other companies they also have the exercise to the radio 
broadcast. We need relaxation once in a while and only in this way can we work 
efficiently. 

A[] About the exercise to the radio broadcast, it's been quite a long time 
since I last did in the secondary school. It felt really good to exercise a bit after two 
hours' lecture. 

BQ We also did that in the company I worked with before I moved here. 
That department head of ours has been a real health nut ever since he quit smoking. 
I have to hand it to him, though. He never was a great worker, but he was sure to 
turn into a good athlete. 

A[] At least we'll be able to take off a few pounds with the exercise every 

day. 

B[] Did they tell you about the thing we'll do tomorrow? 

A[] What? No one told me anything. 

BQ The company's holding its annual employment test tomorrow. They need 
some people to hand out the test booklets. 

A[] Don't tell me we have to work tomorrow! 

BQ I'm afraid we have to come. At 8 O'clock sharp. 

A[] I still remember that Saturday last year. 

B[] Remember what? 

A[] Last year's test was held right after a department party. The boss kept us 
drinking until 5 a. m. My head felt like it was going to explode. 

Dialogue B 

AQ Shall we have lunch together ? I've got something to tell you. 

B[] I'm on a diet and I only have two apples for lunch. But what's interesting 
you have to tell me? 

A[] Did you hear that Miss Nixon is going to get married? 

BQ Really? Who is the lucky groom? Is it Mr. Hays? I've seen them together 
several times. 

A[] No, it's Mr. Locker I think. 

BQ How do you know? 

A[] Come on! They've kept the matter a secret successfully, but I know 
nearly everything about it. 

BQ I didn't see anything unusual. How did you find that out? 



A[] Haven't you noticed how Miss Nixon talks to and looks at Mr. Locker? 
The way she cleans his ashtrays and tidy his desk? 

BQ Now that you mention it, I guess she does treat him kin d of special. But 
she treats everyone in the same way and that's nothing unusual. It's part of her kind 
and tenderhearted nature. 

AQ Do you think she's going to be all that kind and tenderhearted after the 
wedding? 

B[] Why not? 

AQLiving with Mr. Locker is going to pure hell. He's the biggest slob I've ever 
known. 

BQ The marriage will change him I think. Every man will if he can marry a girl 
lik e Miss Nixon. 


Notes G D 

1G tea break 

00000000000000000000000000000 
0 0 0 coffee breakO morning tea, afternoon teaO 
20 work for four hours at a stretch 
0 0 0 0 0 0 0 

000 " 00000000 ” 0 

0 0 After that accident he can't drive two hours at a 
stretchO 

000000000000000000 

30 Our boss is a dead nut on workO 

00000000000 

40 the exercise to the radio broadcast 

ODD 

501 have to hand it to him, though. He never was a great workerO but he was 
sure to turn into a good athleteO 

00000000000000000000000000000 

0 0 0 0 0 0 0 

hand it to sbQ 0 0 0 0 0 0 0 0 0 " 0 0 0 0 0 ” 0 
60 take off a few pounds with the exercise every day 

00000000000 

70 annual employment test 

000000000 
80 hand out the test booklets 

0 0 0 0 0 

90 at 8 o'clock sharp 

ODD 

sharp 0 0 0 0 0 0 0 " .0 " 0 

0 0 Th e director will see us in his office at 10 sharpO 

00000000000000 




10n on a diet 

D □ □ □ D □ 

11 [] Now that you mention it... 

D D D □ D □ □.D 

now that G thatQ 0 0 G D 

G G NowQ thatG she's well again, she can go on with her workG 

□ □□□□□□□□□□□□□□□□□□ 

12Q It's part of her kin d and tenderhearted nature. 

□ □□□□□□□□□□ 

13Q Living with MrQ Locker is going to pure hell. He's the biggest slob I've 
ever knownG 

□□□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 


Words and Expressions 


annual/ 1 aenjusl/ 

aGDDDDDDD 

ashtray/' aejtrei/ 

nG □ □ □ 

athlctc/ai) li:t/ 

nQ G G □ 

booklet/'buklit/ 

nG □ □ □ 

broadcast/'brD:dka :st/ 

vQ G D 

dict/'daiot/ 

nG □ □ 

exercise/'eksa saiz/ 

nG □ □ □ □ □ 

explode/ik'splaud/ 

VQ □ □ 

lecture/'lektfa/ 

nG □ □ Q □ □ 

nut/nAt/ 

nG [Q ]Q G G.G 

slob/sbb/ 

nG [□ ]□□□□□ G □ □ 

stretch /strctf/ 

nG □ G D D D 

unusual/ 1 Anju: 3al/ 

aG □ □ □ □ □ 





Lesson 9 Company Bonus 

0 0 0 0 


Key sentences 0 0 0 0 

1590 The main fringe benefit in our company include the bonus, health 
insurance, allowances and so onQ 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

1600 Nowadays many people consider bonus a form of salaryO 

ooooooooooooooooooo 

1610 Of course, how much bonus you can get depends on your 
performance in the companyO 

0000000000000000000000 

1620 Traditionally, bonuses have depended on company performance. 

00000000000000000 

1630 I think the bonus is actually a salary extension nowO 

000000000000000000000 

1640 We always get a quite handsome bonus every monthO 

0000000000000 

1650 That's amazing you've got so much bonus. 

0000000000000 

1660 I need the bonus very muchO My bank account's overdrawn. 

00000000000000000000 

1670 The boss said that he'll cut my bonus if I don't work harderO 

00000000000000000000 

1680 I'll buy my family a present when I get the bonus next weekO 

ooooooooooooooooooo 

1690 Many shops have bargain sales during the bonus season. 

OOOOOOOOOOOOOOOOOOO 

1700 He quit his job just after he got his bonus. 

00000000000 

1710 What is the bonus like at other companies? 

00000000000 

1720 I don't think the bonus is something to get excited aboutO 
000000000000000^ 

1730 There're different fringe benefits in different companies and 
different countriesO 

00000000000000000000000 

1740 In our company we get our bonus at the end of the year. 

000000000000 

1750 Being thrifty is not the same as being a miserO 

0000000000 

1760 He likes to calculate people's salaries and bonusesO 

00000000000000 

1770 HI pay for it in lump sum with my bonus moneyO 



□□□□□□□□□□□a 

1780 If we offer the best rate of pay for the job, no one will turn around and 
say they're leaving because of moneyO 

0 0 0 0 0 0 0 0 0 0 □ 0 0 0 0 □ 0 0 0 0 0 0 □ □ □ 

Dialogue A 

AO How I envy you, Tim. Your company has very generous fringe benefit 
policies. 

BO That's truth. But many companies have that, not only our company. 

AO We don't. What specific policies do you have? 

BO We have health insurance, accident insurance, endowment insurance, 
transportation allowances, luncheon allowances, and subsidized housing. 

AO By subsidized housing, do you mean that the company will assist the 
employees in purchasing a house? 

BO Yes. But in our company housing allowances take the form of dormitory 
facilities for single employees and apartment facilities for married employees. Rental 
fees for such housing are much below the market prices. 

AO But the main fringe benefit is the bonus, isn't it? 

BO You can see it that way, but nowadays many people consider it a form of 
salary. Of course, bonus has to depend on the company performance, but some 
companies have made bonuses rather rigid in amounts and terms. So many people 
say that bonus is a salary extension. 

AO What about the bonus in your company? 

BO We always get a quite handsome bonus every month. 

AO It all sounds so attractive. I'll move to your company. 

Dialogue B 

AO You're looking so excited, Tim. Just because of the bonus day? 

BO Of course, you too. 

AO What's your bonus like? 

BO I've got the equivalent of six months' salary. 

AO Six months' salary? You're not kidding, are you? That's incredible! I've 
only got three months' salary. 

BO I work harder than you and I also spend more money than you. 

AO That's amazing you've got so much bonus! 

BO You'd also be amazed at how little is left after the credit companies have 
deducted their share from my account. You're lucky that you're still able to make 
your payments. I missed a credit payment last month. Now my bank account's 
overdrawn, and the company is threatening me to take back my purchase. 

AO How can that be since you've got a handsome salary and a handsome 
bonus? What on earth did you buy? A new house, a new car, or something? 

BO Nothing so luxurious like that. I just bought a few suits last month and a 
stereo component system and a set of English video cassettes this month. 

AO Oh, I know why you've been in the red. Then why don't you spend the 



money on things you really need? 

B[] I don't have decent clothes. And my English is in desperate need of 
brushing up. I've already failed our company's exam twice. 

A[] Who cares? It's just a test. You'll pass it eventually. 

BQ If I don't pass it this year, I'll be really in trouble. 

A[] You'll lose your job here? 

BQ Not my job but my bonus. The boss said to me last month that he would 
cut my bonus if I fail the third time. 


Notes Q n 

10 generous fringe benefit policies 

□ □□□□□□□□ 

fringe benefit policy DDDDDGDGDDDGDGDDDDDDD 

□□□□□□□□□□□□□□□□□ 

2 G We have health insurance, accident insurance, endowment 
insurance ,transportation allowances and subsidized housingG 

000000000000000000000000000000 

3G take the form of dormitory facilities for single employees and apartment 
facilities for married employeesG 

00000000000000000000000000 

40 rental fee 

0 0 

50 ...but many companies have made bonus rather rigid in amount and 
terms0 So many people say that bonus is a salary extensiorQ 

00000000000000000000000000000 

0000000000000 

60 I've got the equivalent of six months' salaryO 

000000000000000 
equivalent 000000000000 

0 0 Alternatively, we could give you an equivalent amount of company 
sharesO 

00000000000000000000 

This isn't the English equivalent for the Chinese wordO 

00000000000000 

70 You'd also be amazed at how little is left after the credit companies have 
deducted their share from my account 0 

00000000000000000000000000000 

0 0 

80 miss a credit payment 
0 0 0 0 0 

90 take back my purchase 

0 0 0 0 0 0 0 
100 video cassettes 



D D D 

11[] I know why you've been in the red[] 

□□□□□□□□□□□a 

in the red D D D D D 

□ □ This car payment is going to put me into the red again. 

DDDDDDDDDDD 

12[] And my English is in desperate need of brushing up[] 

□ □□□□□□□□□□□□ 

Words and Expressions 


allowance/3'lauans/ 

nO □ □ 

assist/a'sist/ 

vQ □ □ 

component /kam'pa unant/ 

nDOOOOO 

credit/'kredit/ 

nO D □ D □ D 

deduct/di'dAkt/ 

vD □ □ □ □ □ 

dormitory/'da:mitari/ 

nO D □ 

endowment /in'daumant/ 

nQ □ n □ □ □ 

equivalent/ikwivalant/ 

aD /nD D D D □ 

□ □ □ 


extension/iks'tenfan/ 

*□□□□□□□ 

facility /fa'siliti/ 

nO D □ □ □ D 

hinge /frindS/ 

aD □ □ □ 

incredible /in'kredabl/ 

aD D D □ D D 

lunchcon/'hntjan/ 

nD D D 

luxurious/lAg'zj uaria s/ 

aD D D D 

overdraw/,auva'dr a/ 

vD D D 

subsidize/ 1 sAbsidaiz/ 

vD D D D D D 


D D D D 
□ 



Lesson 10 Company Competition 

0 0 0 0 


Key sentences 0 0 0 0 

179Q The market's becoming more and more comptitive 0 
0000000000000 

1800 We have both strength and weakness at the momentO 
0000000000000 

1810 Our product is easy to install and requires less training than our 
competitors'0 

00000000000000000000000000 

1820 Our weakness lies in the market penetrationO 

0000000000000 

1830 We depended too much on product quality, not enough on promotion. 

000000000000000000 

1840 Our marketing isn't effective enough. 

0000000000 

1850 We must put more effort into advertisingO 

000000000000000 

I860 We're not taking the opportunity to dominate the small business user 
marketO 

000000000000000000 

1870 They've got a much more impressive dealer network. 

0000000000000 

1880 We're doing well in product development nowQ 

000000000000 

1890 They've been developing rapidly and now are the biggest in terms of 
market shareO 

000000000000000000000000 
1900 Their products are sold at higher prices but the annual return shows 
greater profitability. 

00000000000000000000000000 

1910 High market share and profitability are equally important. 

00000000000000 

1920 Our products aren't highly priced but less attractiveO 

0000000000000000 

1930 We must hold on to our market share and increase profitabilityO 

00000000000000000 

1940 That company has its own weakness at the moment. 

0000000000000 

1950 They entered the market at the same time as us but are now overtaking 
usO 

00000000000000000000 



196[] We must be aware of the threat our company's facing. 

□ □□□□□□□□□□□□□□□□□□ 

197[] Our after-sales team is more qualified and more efficient^ 

DDDDDDDDDDDDDDDDDD 

Dialogue A 

A[] The market is becoming really more and more competitiveQ 

B[] ExactlyG So we must know how things stand with us and do something as 
to keep our lead. 

AQ We'd better look at the strength, weakness, opportunities and threats we 
have. First, it's obvious that our main competitive advantage is our range of 
products. Our accounts software packages are perceived as the most user-friendly 
on the market, very easy to install, requiring much less training than our 
competitors' packages and representing better value for money. So all in all we've 
got an excellent product. 

BQ I think our strength also lies in another thing, that is our people. 

A[] You mean... 

B[] I mean the after-sales side. 

A[] Quite right. Our after-sales team is faster, more qualified and more 
efficient. 

BQ How do you analyze our weakness? 

A[] I think our problem is hat we have a strong product but we haven't 
achieved the sort of market penetration we should have. 

BQThat's because our marketing is not so effective as our competitors'. We've 
relied too heavily on product quality, not enough on promotion. 

A[] I agree. So from now on we have to put considerably more effort into our 
advertising and direct mail campaigns. And we actually have the opportunity to 
dominate the small business user market but we are clearly not taking it. We could 
achieve significantly higher sales—fifty to sixty percent. 

B[] We should take effective measures to dominate the market. We must be 
aware of the threat we face. Look at Col lin . They've got a much more impressive 
dealer network and their promotion is a lot more sophisticated than ours. We've 
got the better range of products but we should be capitalizing on this. 

AQ So, we've still got a tough job to do. 

Dialogue B 

AG In this area Norton Company is our main competitor. They entered the 
market in 1986, ten years later than us. But they've been developing rapidly and 
now are the biggest in terms of market share. 

BG We must admit they've been doing well in product development. But they 
have their weakness at the moment. They have the lowest profitability. 

AG Yes, in terms of this we still have an advantage. But look at our second 
competitor, TPC. They entered the market almost at the same time as us. They 
have a lower market share than us and their products are sold at slightly higher 



prices. But their annual return shows greater profitability. They're in a strong 
position to overtake us soon. 

B[]I think it's the same case with Hill . They have a much smaller market share, 
but their products have been selling at the top end of the market at much higher 
prices. So they achieve the best profitability of the several companies with much 
lower turnover. We must realize where we are. Our products are not highly priced 
but less attractive than others. We' re also getting problem with reliability. 

AQ I agree. Our market share is higher. This is important but profitability is 
equally important. We must become more competitive if we want to hold on to our 
market share and increase profitability. 

BQ We should get the management and the working staff to realize our 
situation and call on everyone for effortQ 

Notes □ □ 

10 So, we must know how things stand with us. 

□ □□□□□□□□□□□□□□ 

how things stand DDGGGGDDGDGDDD 

G G How do things stand in terms of budget? 

GGGGGGGGGGGGG 

2G range of products 

□ □ G □ □ 

3G accounts software packages 

0 0 0 0 0 
40 all in all 

0 0 0 0 

50 1 think our strength also lies in another thing, that is our people0 

00000000000000000000000000 

60 They're in a strong position to overtake usO 

00000000000000 
70 hold on to our market share 

0000000000 
80 call on everyone for effort 

0 0 0 0 0 0 ' 


Words and Expressions 


aware/3'wC3/ 

c am pa ign/kae m 'pc i n/ 

capitalize/ks'pitslaiz/ 

considerably/ksn'sidsmbli/ 

dcalcr/'di:l3/ 

dominate/'domineit/ 

hcavily/hcvili/ 


aO 0 0 0 0 

n0 0 0 

vO 0 0 

advO 0 0 0 

n0 0 0 

vO 0 0 0 0 0 

advO 0 0 0 0 0 0 0 



impressive/im'presiv/ 
install/in' sto:]/ 
overtake/, suvs'teik/ 
perceive/p3'si:v/ 
reliability /rijaisbilili/ 
rely /rilai/ 
retum/ri't3:n/ 
tumover/'ta :n'3uv3/ 
user-friendly 


aD □□□□□□□ 
vQ □ □ 
vOOOOOO 
vODOOOO 
nODDDDDDD 
vO □ □ 

nODODOOO 
nOOOOOOOO 
□ D □ D □ 



Lesson 11 Financial Affairs 

0 0 0 0 


Key sentences 0 0 0 0 

1980 Financial affairs play very important roles in all aspects of company 
management^ 

□ □□□□□□□□□□□□□□□□□□□ 

1990 Th e financial officers generally have four major responsibilitiesO 

00000000000000 

2000 They're all carried out at the basis of careful financial analysisO 

000000000000000000000 
2010 To put it more specifically, the four responsibilities are organizing, 
coordinating, executing and measuring. 

000000000000000000000000 
2020 In many companies ,all the four functions fall on the responsibility of the 
chief financial officerO 

0000000000000000000000 
2030 They should be responsible for planning and carrying out the financial 
policies of the company. 

00000000000000000000 

2040 I'm not quite familiar with the financial terms. 

0000000000000 

2050 It deals with the everyday income and expenditure of the company. 
00000000000000 

2060 The customers pay each month for the goods supplied the previous 
month. 

000000000000000000 

2070 The credit control system ensures that the monthly lim it isn't exceeded. 

0000000000000000000 

2080 What shall we do if customers don't pay. 

00000000000000 

2090 F° r large sum we take legal steps to recover the money. 

000000000000000000000 

2100 Your department looks after this. 

0000000000000 

2110 The management accounting is concerned with supplying information to 
managementO 

00000000000000000 

2120 We only accept payment by L/C for large ordersO 

00000000000000000 

2130 They wouldn't accept other payment terms this time. 

0000000000000 

2140Most banks require companies to submit financial statements before they 
extend credit. 



□□□□□□□□□□□□□□□□□□□□□□□□□□ 

215[] The statement is prepared under the direction of our controller who is a 
CPA. 

DDDDDDDDDDDDDDDDDDDDDDDDDDD 

216. We need a detailed financial report before Friday. 

□ □□□□□□□□□□□□□□□□□□ 

217. CPA refers to the accountants who have passed a qualifying licensing 
examination. 

CPA DDDDDDDDDDDDDDDD 

Dialogue A 

AQ Concerning the financial affairs, all the companies are the same, in the east 
and the west. 

BQ What do you mean by " the same " ? 

A[] I mean the financial officers. They play very important roles in all aspects 
of management function. 

BQ That's true. It's because the corporate planning and the establishing of 
specific budgetary policies and controls can't do without them. 

A[] Yeah, the financial officers generally have four major responsibilities. All of 
them must be carried out on the basis of careful financial analysis. 

BQ You mean...? 

A[] I mean the functions of policy planning and implementation. 

To put it more specifically, the four responsibilities are organizing, 
coordinating, executing and measuring. They're integrated into the broad 
classification of financial management. 

BQ Are they usually handled by the same department? 

A[] It depends on the size of the company. In most companies all the four 
functions fall on the responsibility of the chief financial officer. 

B[] I think the situation is similar in our company. Financial officers are 
responsible for planning and carrying out the financial policies of the company. 

Dialogue B 

AQ What's financial accounting, Tim? I come across this term in David's 
report. 

BQ You're still new in this field. So there's a lot for you to learn. 

A[] Yes. I think so. 

BQ Financial accounting is about recording the day-to-day income and 
expenditure of the company: sales and purchase, wages and salaries, petty cash 
and expenses. It also deals with national insurance, credit control and so on. 

A[] The term credit control is not familiar to me. 

B[] It's a system for making sure that customers won't have too much credit. 

A[] How? 

BQ We usually supply customers on a net monthly account basis. That is, they 
pay each month for the goods supplied the previous month. When they open a new 



account, we take up reference and set a credit l im it. 

A[] So the credit control system ensures that the monthly lim it isn't exceeded? 

B[] That's it. 

A[] What shall we do if a customer doesn't pay up on the due date? 

BQ We send him a statement showing the amount that is overdue. If he doesn't 
pay, we send him a reminder with a red sticker on it. After that, we have a series of 
letters. 

A[] what's in the letters? 

BQ We might write " You appear to have overlooked this item..." , " We 
should appreciate early settlement...” or even " Unless your check is received 
within a week we shall have no alternative...” and so on. 

A[] Then any customer will pay with the letters I think. 

BQ Yes, but sometimes there's still someone that doesn't. 

A[] What shall we do then? 

B[] If it's a small amount we write it off as bad debt. For larger sums we take 
legal steps to recover the money. It's your department to look after that. 

AQ Thank you. I now begin to understand it. 

B[] With this term we have management accounting. It's easy to confuse them. 
But actually they're two different concepts. Management accounting is concerned 
with supplying information to management. It's to help plan the company's 
objectives and control the budgets, measure the profitability of products, and 
several other things. 

A[] With your explanation of these terms I won't feel confused any longer 
when people talk about them. 


Notes Q □ 

1 [] It's because the corporate planning and the establishing of specific 
budgetary policies and controls can't do without them. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□ 

2Q They're integrated into the broad classification of financial management. 

□ □□□□□□□□□□□□□□□□ 

3D It's a system for making sure that customers won't have too 
much creditD 

□ □□□□□□□□□□□□□□□□□□□ 

4Q on a net monthly account basis 

□ □□□□□□□□□□□□ 

netQ □□"□□□□□" □ 

D D net profit □ D D D net income □ □ D D 

5Q When they open a new account, we take up reference and set a credit 

limit 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

6Q pay up on the due date 

D □ D □ 



dueQ □ 0" 0000000 " 0 

0 0 The first payment was due last wcck[] 

□ □□□□□□□□□□□□ 


70 ... we send him a reminder with a red sticker on it. 

□ □□□□□□□□□□□□□□□□ 
80 ... we write it off as bad debt. 

000000000000 


Words and Expressions 

appreciate/ap'rkjieit/ 

vO 0 0 

classification/ktesifi'kci'fan/ 

no 0 0 

corporate/kDiparit/ 

aO 0000000 

exceed/ik'si:d/ 

V0 0 0 

execute/eksikj u: t/ 

vO 0 0 0 0 0 

cxpcnditurc/ik'spcnditfo/ 

no 0 0 0 0 0 

i mplcmcntation/i mpl i mcn'tcifo n/ n0 0 0 0 0 0 

income/inkAm/ 

no 0 0 

net/net/ 

aO 0 0 

overdue/auvadju:/ 

aO 0 0 0 0 0 

overlook/, ovoluk/ 

vO 0 0 

pctty/'pcti/ 

aO 0 0 

previous/pri:vias 

/aQ 0 0 0 

rcmindcr/ri'maido/ 

no 0 0 0 0 0 

settlement/setlmant/nO 0 0 0 0 0 

statement/steitmant/ 

no 0 0 0 0 

sticker/'stika/ 

no 0 0 



Lesson 12 Business Trips 

□ 0 


Key sentences 0 0 0 0 

2180 I can't miss the ten o'clock train. I'm going to Beijing on business. 

□ □□□□□□□□□□□□□□□□□□□□ 

219Q I'm sure it's with the boss again this time. 

□ □□□□□□□□□□□□ 

2200 Nothing is more stressful than going on a business trip with our boss. 

□ □□□□□□□□□□□□□□□□□□ 

221G They scheduled the negotiation at nine tomorrow morning. 

000000000000000 

222G There're still several things that haven't been decided yet before the trip. 
00000000000000 

2230 Don't you think it a good thing for you to get out of the 
office for a couple of days? 

00000000000000000 

2240 Th e train isn't crowded at all recently. 

0 0 0 0 0 0 0 

2250 Last time I went on a business trip with the boss I didn't even 
have enough to eat. 

00000000000000000 

2260 Th e first thing you'll do is look for a comfortable hotel. 

000000000000000000 

2270 You don't know how tight the schedule is for this business trip. 

000000000000000000 

2280 Quite often we have to play host to them though it's their home 
groundO 

00000000000000000 

2290 Nothing's been decided yet. Why going there in such a hurry? 

00000000000000000^ 

2300 Th e company is sometimes very cheap on the travel expenses. 

0000000000000 

2310 I like to take an occasional business trip for a change. 

000000000000000 

2320 On this trip I have to visit several important customers. 

000000000000000 

233Q We always discuss business matters. It's boring. 

0000000000000000 

2340 Every time I'm back, I have to write a detailed report of the business 

trip. 

0000000000000000000 

2350 Sometimes you arrive there around two or three o'clock in the morning. 
000000000000 



236Q Business trip is tiring to me. 

□ □□□□□□□□□□□□□ 

237.She always gets some presents for other people in the office when she's 
back from a business trip. 

GQQQQQQQGQQQQQQQQQQQQQ 

Dialogue A 

AQ You look tired. Would you like to go out for a drink with me this evening? 

BQ I like a couple of beers, but I can't. 

AG Anything wrong with you? 

BQ Nothing wrong, but I have to go to bed early tonight. I can't miss the train 
tomorrow morning. 

AG What're you talking about? 

BQ I'm going to New Hi ll on a business trip. 

AG Another business trip?! You just came back last week. I'm sure it's with 
the boss again this time. 

BQ You said it. 

AG You're so lucky. Few men in our company can have the honor to go out 
with the boss. 

BQ Oh, nothing's more stressful than going on a trip with our boss. 

AG Why do you say that? 

BQ You can't relax in a situation like that. Besides, they've scheduled the first 
negotiation at 9 in the morning. 

AG That's almost unbelievable. They don't know how long it will take to get 
there? 

BQ So we have to get up at 4 tomorrow morning. A more terrible thing is they 
are loading me down with samples and catalogues. 

I'll have a hard time carrying them all. 

AG Why can't the boss carry some? 

BQ Never! He is the boss! 

AG Actually several things aren't decided yet on these visit. I can't see any 
point in going all the way there. 

BQ As for you at least you can get out of the office for a couple of days. 

AG But I don't get away from the boss. 

Dialogue B 

AG Here we are. Carriage number 10, berth numbers 8 and 9. The train isn't 
crowded at all recently. 

BQ Yes. Here's our bags, all safe and sound on the luggage rack. 

I even didn't have the chance to tip the porter. 

AG We don't give tips in China. 

BQ That's unimaginable in our country. If you give tips, do you think they'll 
accept them? 

AG In the past they wouldn't but nowadays I think they won't refuse. 



BQ Things are changing. 

A[] The boss should be extremely satisfied with us this time. 

We're so successful. 

BQ Yeah, I think so. But it was very difficult for us. I'm not sure whether he'll 
understand that. 

AQ We've got them to buy so many products from us at such a price. Our 
boss has made a big profit. 

BQ That's true. The boss should give us an extra bonus. 

A[] We deserve that I think, but you don't know our boss is a penny pincher. 
The more money you make for him, the happier he is. But don't hope to get any 
from him. 

B[] I don't know he's that kind of boss. 

A[] Last time I went on a business trip with h im I could hardly had enough to 
eat, let alone drin ks . He always said this was too expensive and that was too highly 
priced[]Finally we had only the rice and a vegetable and he said it was good for our 
healthQ 

B[] That's not surprising. There're many bosses like him. 

A[] When we are back in the company, I'll tell the boss what difficulty we had 
in negotiating with Collin Company^ 

B[] Frankly speaking, that Mr. Raman was very difficult to deal with. 
He's very shrewd. 

A[] Yeah, he knew everything and no one could take advantage of h im . 

B[] But finally he had to agree to sign the contract. 

Notes Q □ 

1[] A more terrible thing is they are loading me down with samples and 
catalogues. 

□ □□□□□□□□□□□□□□□□□□□ 

20 I can't see any point in going all the way there. 

□ □□□□□□□□□□□□□□□□□ 

30 safe and sound 

0 0 0 0 

4Q a penny pincher 

□ □ □ 

5Q .. .no one could take advantage of him. 

ooooooooo 

take advantage ofsbOOQO" 0000000 ” 0000 

gain/have/win advantage over 0 0 0 0 0 0 have the advantage of 0 0 0 0 

0 0 0 


Words and Expressions 


berth/b3:0/ 


nQ 0 0 



carriage/'kaericb/ 

n D D D 

honor/ 1 3n3/ 

nQ □ □ 

load/bud/ 

vQ □ □ 

luggage/'kgkb/ 

nOOO 

porter/p3:t3/ 

no D □ D 

rack /raek/ 

nDOOO 

rice/rais/ 

nQ □ □ 

schedule/'sked3ul/ 

VOOOOOO 

shrewd /fru:d/ 

aDDDDDDDD 

tip /tip/ 

nO D □ 

unimaginable /Ani'maed3in3bl/ 

aD D D □ D D 



Lesson 13 Company rsonnel Policies 

000000 


Key sentences □ □ □ □ 

2380 I n different countries the way of recruitment of employees is different. 

□ □□□□□□□□□□□□□ 

2390 We recmit temporary workers from time to time. 

000000000000 

2400 How do you decide who will be the regular employees? 
000000000000000 

2410 We have an interview procedure and they will pass a careful test. 

00000000000000000000000 

2420 We always try to create a happy environment for our employees. 

00000000000000000 

2430 Th e employees are usually promoted or transferred on the basis of 
performance and merit rather than seniority. 

000000000000000000000 
2440 The effectiveness should be the most important aspect to any personnel 
system. 

000000000000000000 

2450 The personnel policies also reflect the traditions of the society in which 
they operate. 

0000000000000000 

2460 Everyone in the company is covered by life insurance as soon as they 

join. 

00000000000000000 

2470Holidays in our company are fixed at 25 days, rising to 30 days after five 
years. 

0 0 0 0 0 0 0 25 0 0 0 0 0 0 0 0 30 0 o 

2480 Our voluntary pension fund is open to all of our staff after they've been 
with us for three months. 

00000000000000000000000 
2490 The employees in the company are assured of individual attention, as 
well as a good pay package. 

0000000000000000000 

2500 That includes both financial and non-financial compensation. 

000000000000 

2510 If you want to make some individuals redundant, you must 
consult with both the persons and the trade union. 

0000000000000000000000 

2520 Selection is concerned with finding the right person for the job. 

00000000000000 

2530 One aspect of the personnel manager's job is to lead a team of 
specialists. 



□□□□□□□□□□□□□□□□□□ 

254Q For employees to be motivated, he targets set must be achieved. 

□ □□□□□□□□□□□□□□ 

255. They keep the workers even in slack times. 

□ □□□□□□□□□□□□□ 

256. They promote or transfer employees on the basis of seniority. 

□ □□□□□□□□□□□□□□□□□ 

257.1 think the internal recruitment is good for motivation. 

□ □□□□□□□□□□□□□□□□□□□ 

Dialogue A 

A[] Your way of recruitment of employees here is quite different from ours in 
Japan. 

B[] But yours sound rather interesting and maybe we can learn something from 

you. 

AQ To me the biggest difference is the matter of lifetime employment for all of 
our regular employees in Japan. We assume that the new employee will stay with 
the company for his entire career. 

B[] What do you mean by your regular employees? All your employees or just 
the white-collar employees? 

AQ Actually, both-white collar and blue-collar. In other words, Japanese 
companies and their employees have a certain oommitment to each other to stay 
together through the employees' entire working life. 

B[] You don't lay workers off even in slack times? 

A[] That rarely happens in the companies in Japan. We recmit temporary 
employees from time to time, but we keep our regular employees in slack times. 

B[] Then how do you decide who will be the regular employees? 

AQ The temporary employees will have to apply for it. We have an interview 
procedure and they will also pass a careful test. Thenthey can become regular 
employees. 

Dialogue B 

AQ It's said that there's much paternalism in the employee relationships in the 
Japanese companies. That's a another difference from the companies here. 

B[] Many people I have met mentioned this to me, but we usually don't 
consider it paternalism in Japan. We're interested in creating a happy working 
environment for our employees and we hope that the employees see the company 
as a kind of family and working in the company as a part of their life. 

A[] What about promotion or transfers? You use the seniority system, don't 

you? 

B[] In many respects, yes. The employees are usually promoted or transferred 
on the basis of seniority and this is consistent with the seniority system in many 
areas in Japanese society. 

AQ Then what about merit? It should be rather important for the employees. 



Promotion, wage raise and so on should be mainly based on the performance and 
merit of the employees. 

B[] Of course merit also plays a part and we often take this into consideration, 
but in Japan it's not so strong as it is in your country. 

A[] I think the effectiveness is the most important aspect to any personnel 
system. 

B[] Yes. But the personnel policies also reflect the customs and traditions of 
the society in which they operate. 

A[] There's much in what you said. To some extent the culture and tradition of 
a nation influence the way to manage the companies there. 

Notes n □ 

1[] To me the biggest difference is the matter of lifetime employment for all of 
our regular employees in Japan. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

2[] We don't lay workers off even in slack times. 

□ □□□□□□□□□□□□□□□□ 

lay off [] 

[] [] David was laid off for six months during the recession. 

□ □□□□□□□□□□□□□□□□□□ 

3D ...we hope that the employees see the company as a kind of family and 
working in the company as a part of life. 

DDDDDDDDDDDDDDDDDDDDDDDDDDD 

40 seniority system 

D □ □ □ D □ □ 


Words and Expressions 


career/karia/ 

nD 

D 

D 

D 

D 

D 



commitment /ka'mitmant/ 

nD 

D 

D 

D 

D 

D 

D 

D 

consistent /kan'sistant/ 

aD 

D 

D 

D 

D 

D 

D 

D 

environment/in'vaiaranmant/ 

nD 

D 

D 






lilctimc/lailtaim/ 

nD 

D 

D 






merit/merit/ 

nD 

D 

D 

D 

D 

D 



patemalism/pa'ta :nalizam/ 

nD 

D 

D 

D 





procedure/pra'si:d3a/ 

nD 

D 

D 






regular/'regjula/ 

aD 

D 

D 

D 

D 

D 

D 

D D 

slack /slack/ 

aD 

D 

D 

D 





temporary/'temp atari/ 

aD 

D 

D 

D 






tradition /tra'dijan/ nD D D 



Lesson 14 Insurance 

□ 0 


Key sentences □ □ □ □ 

2580 Don't you think insurance is a waste of money? 

□ □□□□□□□□□□□□□ 

2590 If you have a medical problem, the insurance can save you from going 
bankrupt. 

00000000000000000000 

2600 You must have a close look at the health policies before you make the 
final decision. 

000000000000000000 

2610 It's illegal to drive a car that's not insured in the U.S. . 

00000000000000000 

2620 Film stars have to insure their bodies, dancers their legs, and pianists 
their hands. 

00000000000000000000000000 

2630 The company insures its buildings against fire, flood, and other perils. 

00000000000000000000 
2640 If an employee is injured in the company, he's covered by Employer's 
Liability Insurance. 

00000000000000 " 00000 " ODD 

2650 Is there any insurance against theft, or something of that kind in the 
company? 

00000000000000 

2660 We're covered against all kinds of theft, both on the premises and of 
goods in transit. 

000000000000000000000000000 
2670 The employees are also insured when they travel on behalf of the 
company. 

000000000000000 
2680 If you buy a car, you must have it insured. 

0000000000000 

2690 I wonder if they could cover the Shortage Risk for us? 
0000000000000000 

2700That's no problem. If you want them to cover it, they'll do accordingly. 

0000000000000000000000 

2710 Our insurance enjoys high prestige all over the world. 

0000000000000000000 

2720 What coverage are you going to insure for our order? 

0000000000000 

2730 It covers only those specified in the policy. 

00000000000000 

2740 We agree to effect insurance on your behalf but you have to bear the 



premium. 

□ □□□□□□□□□□□□□□□□□□□□ 

275Q The People's Insurance Company of China is a state-owned enterprise 
enjoying high prestige. 

□ □□□□□□□□□□□□□□□□□□□□□□ 

276Q The extra premium is for buyer's account. 

□ □□□□□□□□□ 

277.An All Risks policy is to cover every sort of hazard. 

DDDDDDDDDDDDDDDD 

Dialogue A 

A[] I'll only work in this company for two years and I don't think I need a 
health insurance. 

B[] If I were you I would purchase an insurance, just to guard against sudden 
economic emergencies due to sickness or injury. The medical system in the United 
States is quite different from that in your country. The cost of medical care here is 
very high. 

AQ fm young and strong and I won't get sick. Don't you think it's a waste of 
money? 

B[] It's quite possible that the money for the insurance is down the drain, but if 
you have a medical problem, I can assure you, the insurance can save you from 
going bankrupt. 

A[] They say that the companies have a health insurance plan for their 
employees and it costs $200 a year and I can purchase health insurance elsewhere 
as long as I'm insured. What's your advice? 

B[] You'd better have a close look at the health policies before you make the 
final decision. 

A[] Anything special I should pay attention to? 

B[] Especially the benefits, terms and lim itations. Does it cover dental services, 
for example? 

A[] It seems quite complex. 

BQ You may say so, but you have to get used to that. If you buy a car, you 
have to get your car insured. It's illegal to drive a car that isn't insured. Most people 
in the U. S. are insured in some way against something. 

A[] What about other insurance? 

BQ They are numerous—life insurance, house insurance, property insurance. 
Film stars have to insure their bodies, dancers their legs, and pianists their hands... 

AQ Then what can we insure working in the company? 

Dialogue B 

A[] How many different types of insurance does our company purchase, Mr. 
Hanson ? 

BQ First the buildings. They have to be insured against fire, flood, tempest and 
other perils. Similar cover has to be arranged on the contents—office furniture, 
equipment and so on. There's also the insurance against consequential loss. 



A[] What's consequential loss? 

BQ Suppose one of our delivery vehicles catches fire and the load is destroyed. 
We claim for the value of the goods under our Goods in Transit cover. If the lost 
goods can't be replaced quickly enough we lose valuable orders. In this case our 
loss is much greater than the value of the goods destroyed by the fire. This is an 
example of consequential loss. 

A[] What other types of insurance are there? 

BQThere's the Public Liability Insurance. If a member of public is injured while 
on our premises, or through the negligence of one of our employees, that person 
can claim damage from us. 

A[] When you say member of the public, does it include the employees? 

B[] No. They're covered by the Employer's Liability Insurance. 

A[] Is there any insurance against theft, burglary or something of this kind? 

BQ Yes, We're covered against all kinds of theft, both on the premises and of 
goods in transit. Goods in transit are also protected against all other perils like fire, 
flood and so on, as I've mentioned. 

AQ I suppose our company also carries a lot of motor insurance. 

BQ Right. All the company vehicles are insured through our department. As 
a matter of factG I'm often asked to advise on private insurance matters by our 
employees. 

AG when the employees travel on behalf of the company, are they insured? 

BQ Of course, and so are their belongings. 

Notes G Q 

1G It's quite possible that the money for the insurance is down the drain. 

□ □□□□□□□□□□□□□□□ 

down the drain G GD "□□□□□□□□□"□ 

G G Th e firc meant two years' hard work down the drain. 

□ □□□□□□□□□□□□□□□ 

2G Especially the benefits, terms and li mitations. Does it cover dental services, 
for example? 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

3G Most people in the U.S. are insured in some way against something. 

□ □□□□□□□□□□□□□□□□□□□□ 

4Q consequential loss G D D 0 D 

5Q We claim for the value of the goods under our Goods in Transit cover. 

6Q Public Liability Insurance 

□ D □ □ □ 


Words and Expressions 


bankrupt/'baenkrapt/ 


aQ Q Q Q 



belonging /bi'brjir)/ 

n D 

D 

D 

D 



drain/drein/ 

n D 

D 

D 

D 



emergency/i'nB :d33nsi/ 

nQ 

D 

D 

D 

D 


flood/flAd/ 

nD 

D 

D 




lurniturc/lsinitfs/ 

nD 

D 

D 




guard /ga:d/ 

vD 

D 

D 

D 

D 

D 

injurc/'ind33/ 

vD 

D 

D 




liability/,lais biliti/ 

nD 

D 

D 

D 

D 

D 

limitation/,limi'tcifmV 

nD 

D 

D 

D 

D 

D 

numerous/'njuimaras/ 

aD 

D 

D 




pcril/'pcril/ 

nD 

D 

D 




prcmisc/'prcmis/ 

nD 

D 

D 




tempest/'tempist/ 

nD 

D 

D 

D 



transit /transit/ 

nD 

D 

D 

D 

D 

D 

vehicle/ vi:ikl/ 

nD 

D 

D 






Lesson 15 Company's Organization 

0 0 0 0 


Key sentences 0 Q Q Q 

27 8G Each department within the division is headed by a department manager. 

□ □□□□□□□□□□□□□□□□□ 

2790 The sub-separations within the department are usually called sections. 

□□□□□□□□□ODD 

2800 Th e allocation of responsibility is from the section manager to the 
department manager and then to the division manager. 

oooooooooooooooooooooooooo 

2810 The manager at the top is called general manager or managing director. 
000000000000 

2820 The division managers are regarded as part of the top management 

team. 

0000000000000000000 

2830 Representing the personnel department and coordinating its activities are 
the personnel manager's two functions. 

000000000000000000000000 
284 0 The compensation and benefits manager handles the company's 
employees benefits program. 

0000000000000000000 

2850 The employee relations manager deals with the relationship between 
management and employees. 

0000000000000 

2860 Our manager usually chairs the senior management discussion and 
policy-making meetings. 

00000000000000000000000 

2870 Is there any manager reporting to you? 

0000000000 

2880 The managing director is responsible for running the company and is 
accountable to the Board. 

00000000000000000 

2890 Mr. Nixon is in charge of personnel and training in our company. 

00000000000000000000 

2900 He's one the five regional managers under the general manager. 

000000000000000000 

2910 Section leaders are accountable to the regional managers. 

000000000000 

2920 He's assisted by four executive departments. 
0000000000 

2930 Different companies have different organizations. 
00000000000000 

2940 How many branch companies does Rossomon have in Europe? 



RossomonQ DDDDDDDDD 

295 □ The sales director is supported by a sales team. 

□ □□□□□□□□□□□□□□ 

296. The sales department consists of the advertising section and the 
after-sales section. 

□ □□□□□□□□□□□□□□□ 

297. He handles the day-to-day management of our section. 

□ □□□□□□□□□□□□□ 

Dialogue A 

AQ What's the difference between the company's organization in the United 
States and that in Japan? 

BQThe biggest difference is the number of divisions the Japanese have, I think. 
And that's a product of Japanese many different lines of business. 

A[] Yes, I see. But if it's a very large conglomerates in the United States, there 
should be many divisions. 

BQ Right, but the majority of American companies would not have so many 
divisions. That might be a superficial difference. Actually within each division the 
Japanese organization is quite similar to that of the United States. 

A[] What do you mean by similar? 

BQIt's about the department and section separations. That is, each department 
within the division is headed by a department manager, and sub-separations within 
the department are usually called sections. 

AQ Then what is the section head called? 

B[] Sometimes they just use section head, but usually they prefer section 
manager. But like many other companies in the United States or many other 
countries, the allocation of responsibility follows along the same lines. Basically, it's 
from the section manager to the department manager and then to the division 
manager. 

A[] So it's the general manager at the top supervising everything? 

B[]You can say that, but most of the division managers in Japanese companies 
are regarded as part of the top management team, or the management committee. 

A[] That may be another difference between the companies in the two 
countries. 

B[] Yes, I think so. 

Dialogue B 

A[] First of all, on behalf of the personnel team, I'd like to welcome you to 
Rossomon. 

BQ Thank you very much. 

AQ In this meeting I'm going to explain the structure of the department. If you 
have any questions, please feel free to interrupt as we go along. 

B[] Right. Fine. 

AQ As you know, I head the department. I act as spokesperson for the 
department in all our senior management discussion, as well as in policy-making 



meetings. I'm also responsible for coordinating the work of the personnel team. So, 
in brief, representing the Personnel Department and coordinating its activities are 
my two functions. 

BQ Is there any manager reporting to you? 

A[] Yes, four managers. Firstly, there's our Recmitment and Selection 
Manager, who is responsible for maintaining contact within the company in order to 
look for manpower according to our needs. Next we have the Compensation and 
Benefits Manager.He handles the company's employee benefits program, primarily 
health insurance and pension plans. Then we have the Training and Developing 
Manager, who's in charge of s kill training and management development. Training 
and development are both very important here at Rossomon. Part of our policy 
here has been to offer opportunities for personal development. And finally, 
there's our Employee Relations Manager. He deals with the relationship between 
management and employees and advises us on all aspects of union-management 
relations. Is that clear? 

B[] Yes. that's all very clear. Oh, just one question I wanted to ask: you 
mentioned union-management relations. 

AQ Yes. 

BQ Which unions are active here? 

AG Good question. I'll come back to that after we've looked at this... 

Notes G □ 

1G And that's a product of Japanese many different fines of business. 

□ □□□□□□□□□□□□□□□ 

2G .. .the allocation of responsibility follows along the same fines. 

□ □□□□□□□□□□□□□ 

3Q If you have any questions, please feel free to interrupt as we go along. 

□□DDDDDDDDDDDDDDDDDD 

4Q I act as a spokesperson for the department in all our senior management 
discussion GDDDDDDDDDDDDDDDDD 
act as G G 

G G When MrG Nixon was visiting our company, I acted as his interpreter. 

DDDDDDDDDDDDDDDDDDDDDDDD 

5Q in charge of 

D D 
D □ □ 

Who is the officer in charge of the investigation? 

□ □□□□□□□□□□□ 

I've been put in change of the sales department. 

□ □□□□□□□□ 

Harry will take charge of the department while I'm away. 

□ □□□□□□□□□□□□□□□□ 

6Q all aspects of union-management relations 



□□□□□□□□□□□□□□ 

7Q division, department, section 

□ □□□□□□□□ 


Words and Expressions 


activity/aik'tiviti/ 

n D 

D 

D 




allocationAaelakeifan/ 

n D 

D 

D 




basically/beisikli/ 

advQ 

D 

D 

D 


compensation/kampen'seijan/ 

nO 

D 

D 




contact/kantaekt/ 

nO 

D 

D 




conglomerate/kan'glamarit/ 

nO 

D 

D 

D 

D 

D 

division /di'vi3an/ 

nO 

D 

D 

D 

D 


interrupt/inta'rApt/ 

vQ 

D 

D 

D 

D 

D 

maintain /men'tein/ 

vD 

D 

D 

D 

D 

D 

majority /ma'dytariti/ 

nO 

D 

D 

D 



m an po wcr/' ntt n,p a ua/ 

nO 

D 

D 




organization/,a:ganai'zeiJan/ 

C 

D 

D 

D 

D 


separation/,sepa'reijan/ 

nQ 

D 

D 

D 

D 

D 

spokesperson/' spaukspa :san/ 

nD 

D 

D 

D 



supcrficial/'sju:pa'fi[al/ 

aD 

D 

D 

D 





Lesson 16 Presenting Products 

0 0 0 0 


Key sentences 0 0 0 0 

2980 Let's go to the showroom where we can see the samples. 

□ □□□□□□□□□□□□ 

2990 With different materials and ways of manufacture, the prices 
are surely quite different. 

00000000000000000000 
3000 The design of the carpet is classic and elegant. 

000000000000000 

3010 This style is unique and antique, and the material is soft and springy. 

0000000000000000000000000 

3020 We're interested in some styles you have here. 

000000000000000 

3030 The video phone will be more and more popular. 

00000000000 

3040 It works in the same way any telephone does, only with a separate line 
for video channel. 

0000000000000000000000000000 
3050 If there's no receiving video phone, then a normal audio call can 
take place. 

00000000000000000000000 

3060 What about the price? Is it very expensive? 

0000000000 

3070 Is there any delay between receiving the audio signal and the video 
signal? 

000000000000000000000 
3080 We have to allow a period of three years to achieve a significant 
penetration in the market. 

000000000000000000 

3090 They aim to promote the product throughout Asia, especially China. 

00000000000000000000000 
3100 This product will ensure long-term growth and prosperity for our 
company. 

000000000000000000000 

3110 We're exporting a wide range of foodstuffs to many countries. 

00000000000000000 

3120 The demand for these products is getting greater and greater. 

0000000000000 

3130 The quality of our products is better than that of many other suppliers. 

00000000000000000000 

3140 Our canned fruit is among the most popular ones in the market. 

00000000000000000000 



315Q It turned out that the small sizes are more saleable in our market than the 
large ones. 

□ □□□□□□□□□□□□□□ 

316.0urs is of prime quality. 

□ □□□□□□□□□ 

317.The governmental restrictions have been getting more tight for importing 
this kind of food. 

□□□□□□□□□□□□□□□DODD 

318.I'm sure this new product will be to the taste of your people. 

D □ D □ D □ D □ D □ D □ 0 □ D □ D □ D □ 

Dialogue A 

A[] Morning, Mr. Wang. I've come to inquire about the possibility of 
establishing trade relations with your company. 

BQ Morning, Mr. White. Warmly welcome. 

AQWe'd like to have a look at the Chinese-made carpets, tapestries, blankets 
and so on. If the terms are favorable we'll order some. 

B[] We'll see what we can do. Shall we go to the showroom first where we 
can see the samples. .. .This is a pure wool carpet and that one is of art if icial wool, 
both made in our company. We use two ways to weave our carpets, 
machine-woven and hand-woven. 

AQ With different materials and ways of manufacture, the prices are surely 
quite different. 

B[] Certainly. The feature of the wool carpet is plain and tasteful in color. The 
design is classic and elegant. Look! This is the well-known" Beijing Style Carpet”. 
This style is unique and antique, and the material is soft and springy. 

A[] Would you show me some more tapestries? 

BQ All right. We produce various kinds of tapestries, such as purewool and 
velvet. We can offer you rich patterns, namely landscape, flowers and plants, birds 
and animals, etc. Look at this design of the Great Wall. Really magnificent. And the 
designs of a magpie on a plum tree stand for good luck and happiness in Chinese 
culture. All are fine pieces of art. 

AQ We're interested in some styles here. 

BQ Shall we come to the office and have a cup of tea while we can talk about 
your requirements. 

AQ Fine. 

Dialogue B 

A[] To start with, This video phone product, Viscal 2000, basically consists of 
four elements, a video screen, a video camera, an audio receiver and an audio 
transmitter. Of course there're some complex parts but one of the great product 
benefits of this Viscal 2000 is its simplicity of assembly and therefore also 
maintenance. 

BQ How does it work? 



A[] First, the audio signal is established in the same way that any phone call is 
made; then the video channel will be opened using a separate line, only if the called 
subscriber also has a video phone set. If he does, then the audio and video signal 
will be synchronized and the call with sound and picture can take place. If there's 
no receiving video phone, then a normal audio call can take place. 

BQ Is there any delay between receiving the audio signal and the video signal? 

A[] Yes, there's a slight delay of about 2 seconds but by the time they start 
talking the two channels will be synchronized. 

B[] What about the price of this product? 

AQ It'll retail at approximately $500 but it'll only be available to customers 
who are connected to the integrated digital network—in other words, if they are 
not connected to this digital network, there'll be an additional connection 
charge—now normally this costs just under $500—but we've agreed a special 
connection charge of just $100 with the network operator. So a total price of 
$600. 

B[] Then what's your suggestion about the promotion of this product? 

AQ Firstly, I should say that we have allowed a period of two years to achieve 
a significant penetration in the market. That means more than 25,000 terminals 
installed. The launch advertising campaign will be targeted at the residential user 
and, to reach them, we've just commissioned a TV ad which will show the benefits 
of the video phone to users with relatives and close friends who live a long way 
away. We aim to promote the product throughout Europe but will concentrate 
initially in the south and east Asia. I've no doubt that this product will not only open 
up a new sector of the market but ensure long-term growth and prosperity for our 
company. 


Notes Q n 

10 The feature of the wool carpet is plain and tasteful in color. 

□ □□□□□□□□□□□□□ 

2Q We can offer you rich in patterns... 

DGGGGGGGDGGG. 

3Q And the designs of a magpie on a plum tree stand for good luckand 
happiness in Chinese culture. 

standforG □ □ " □ □ □ □ □ " □ 

G G Stars stand for hope. 

□GGGGGGG 

4G video screen, video camera, audio receiver, audio transmitter 

□GQGGGGGQGQGGGGGGGG 

5Q simplicity of assembly and therefore also maintenance 

000000000000 

60 First, the audio signal is established in the same way that any phone call is 
made.. .only if the called subscriber also has a video phone set. 




□ □□□□□□□□□□□□□□□■■ 
□ □ □ □ □ 

7[] integrated digital network 

0 0 0 0 0 

80 residential users 

0 0 0 0 

.0 0000000000 

Words and Expressions 

antique /ten' ti:k/ 

ao 0 0 0 

approximately /a'praksimitli/ 

advO 0 0 0 0 0 0 0 

assembly /a'sembli/ 

no 0 0 0 0 0 

channel/' tfaena/ 

no 0 0 

blanket/'bkekit/ 

no 0 0 

clcgant/'cligant/ 

ao 0 0 0 

magnificent /maeg'nifisnt/ 

aO 0000000 

magpie/'maegpai/ 

no 0 0 

mai ntcnancc/ mci nt i nan s/ 

no 0 0 0 0 0 

manufacture/rrreqnju'laektja/ 

no 0 0 

plum /plAm/ 

no 0 

requirement /rikwaiamant/ 

no 0 0 

subscriber/sab'skraiba/ 

nOOOOOOOD 

spri ngy/'sprit] i/ 

aQ 0 0 0 0 

synchronize/'sir)kranaiz/ 

vO 0 0 0 0 0 

tapestry/'taepistri/ 

no 0 0 

velvet /'vclvit/ 

no 0 0 0 0 0 0 




Lesson 17 Negotiations 

0 0 0 0 


Key sentences 0 0 0 0 

3190 Could you tell me how many you want to buy? 

oooooooooooo 

3200 It seems that our negotiation will follow a somewhat unexpected course. 

00000000000000000000 

3210 There're still a couple of significant differences between us. 

0000000000000000000 

322 0 There's no doubt about our agreement on the basic 
principle. 

000000000000000000 

3230 That strikes me as a reasonable basis for discussion. 

0000000000000000000 

3240 I think the situation has tremendous opportunities for both sides. 

00000000000000000 
3250 Once you start, there'll be soon imitators. 

000000000000000000 

3260 It's sensible to pool our resources and our know-how. 

0000000000000000000000 

3270 Let's turn to the actual terms now. 

00000000000000 

3280 In this way we can get the best possible start on the competition and 
maintain our lead. 

00000000000000000000000000 

3290 If I were you, I would consider the quality first. 

0000000000000000 

3300 I'd have to get back to our general manager to con fir m that. 

0000000000000000 

331 OBut we haven't realized you'd be thinking of ordering the whole lot. 

00000000000000000000 

3320 I'm surprised you're not prepared to offer some sort of bulk discount 
considering the size of the order. 

0000000000000000000000000000 

3330 It would be very difficult to come down on the price. 

0000000000000 

3340 We hope you can offer a 50 discount for the con fir med monthly order 
for the next 12 months. 

0000000000000000000000000 

3350 Our manager was hoping for something a bit more substantial. 

0000000000000000000 
3360 We're already stretching ourselves to the lim it. 

00000000000 



337 [] If you take this into consideration, you'll find our prices compare 
favorably with the quotations you can get else where. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

D □ □ 

338. 2% isn't enough. Our order will bring you $800,000 to your company. 

□□□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

339.1f your order is large enough, we'll consider reducing our price by 3%. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

Dialogue A 

A[] Mr. Kaye , CP 21 hasn't been launched yet. In fact, we've only just 
finished our own market research. 

BQ Yes, I understand. 

A[]Mr. Young reported back to me immediately he left you yesterday and my 
fellow directors and I considered the affair carefully. We finally decided 
unanimously to take you into our confidence, as a sign of our good faith. 

BQI quite appreciate that. It seems that our negotiation will follow a somewhat 
unexpected course, from my company's point of view. 

A[] Before we go any further, Mr. Kaye, I've got a drawing of CP 21. You 
didn't by any chance bring your drawings with you? It would be helpful to compare 
them. 


BQ Yes, indeed. I've got the papers here. 

AQ Splendid! Let's have a look at them. 

A[] Well, what's the verdict? Are we on to a winner? 

BQThis is certainly a most interesting situation. Our designs follow one another 
very closely in the main, but there're still some significant differences. 

AQ There's no doubt that the basic principle is the same, but we shall need 
to consider the pros and cons of the features that differ. 

BQ Are you suggesting we should combine our two designs, taking the best 
features of each? 

AQ That strikes me as a reasonable basis for discussion. Do you agree? 

BQ Well, I'm not sure. 

AQ If I may say so, it seems to me that the situation has tremendous 
opportunities for both of us. As far as we know, there's no one else in the market 
so far. But once we start, there'll soon be imitators, trying to get round our 
patents and cash in on our sales efforts. Surely, it's sensible to pool our resources 
and our know—how, to get the best possible start on the competition and 
maintain our lead. 

BQ That would certainly be preferable to a competitive situation at the outset. 

AQ Of course it would. 


Dialogue B 

AQ Well, shall we turn to the actual terms now? 



BQ Certainly. We've already discussed price in some detail. I suppose you'd 
be interested in delivery? 

A[] Yes, it would. It's critical to meeting our deadlines, as you can imagine. 

BQ Sure, what sort of delivery periods did you have in mind? 

AQ Well, you've seen the order quantities, what do you think you could 
manage? 

BQ Well, on the AX 2000 components, we could certainly... 

A[] No, I didn't meant on the individual orders. What about the whole 
consignment, on a monthly basis? 

B[] Oh, I see, I hadn't real iz ed we'd be talking about that. I'd have to get back 
to Ge off to co nfir m times on that. 

AQ Surely you could give me some ideas? 

B[] Well, I reckon.. .we could manage 15 days from confirmed order .But, as 
I say, I'd have to get back to you to con fir m that. 

AQ That's at your quoted prices? 

BQ Um...well, actually we quoted for those batch by batch. We hadn't 
realized you'd be thinking of ordering the whole lot. 

AG I see. So I suppose we'd be looking at a reduction for bulk orders? 

BQ Look, I'm sorry, Miss Nelligan. To be perfectly frank, you've caught me 
on the hop here. Would you mind waiting while I speak to Geoff on the phone? 

AG No, of course not.. .Did you get through OK? 

BQ Yes, I did. I apologize for keeping you waiting. Anyway we can now 
talk more concretely about delivery terms. 

AG Good. 

BQ We can deliver the whole consignment at 15 days at the prices already 
quoted. This would mean dispatch from our premises... 

AG I'm surprised you're not prepared to offer some sort of bulk discount 
considering the size of the order. 

BQ Well, I'm sure you understand that meeting this sort of order will mean 
quite a lot overtime—it would be very difficult to come down on the price. 

AG But we are offering you a large amount of regular business. 

BQ That's hue. Would you be willing to sign an annual contract on the basis 
we discussed? 

AG Um, possibly, subject to quality and delivery guarantees. 

BQ Of course. Well, in that case we could offer a 5G discount for a 
co nfir med monthly order for the next 12 months. 

AG I was hoping for something a bit more substantial. 

BQ I'm afraid that's as far as we could go. We'd already be stretching 
ourselves to the lim it. 

AG Right, Mi - . Boardman. May I suggest we sign a 6-months' contract at a 5 
G discount on your quoted prices and then we'll meet again to see if we can 
reduce the prices further? 

BGYou're a tough negotiator. OK. Let's shake on that and draw up the details 
of the first contract. 



Notes □ □ 


1[] We finally decided unanimously to take you into our confidence... 

□ □□□□□□□□□□□□□□□□□ . 

take sb. into one's confidence 0 0 0 ” 0000000 ” 0 
20 Are we on to a winner? 

□ □□□□□□□□□ 

3D .. .the pros and cons of the features that differ. 

□ □□□□□□□□ 

pros and cons 00000000000000 

4.. .trying to get round our patent and cash in on our sales efforts. 

□ □□□□□□□□□□□□□□□□□□□□□ 

5U It's critical to meeting our deadlines... 

□ □□□□□□□□□□□□□□ 

6Q batch by batch 

0 0 0 0 0 
70 bulk order 

0 0 0 0 0 

80 ...you've caught me on the hop here. 
0000000000000 
catch on the hop 0 0 0 " 0 0 0 0 0 0 0 0 0 ” 0 
90 Did you get through OK? 

0 0 0 0 0 0 

10.. .subject to quality and delivery guarantees. 
0000000000000 

subject to o 0 0 0 0 " 0 0 .0 0 0 ." 0 

0 : The contract is subject to ratification of both parties. 0 0 0 0 0 0 0 
00000000 


Words and Expressions 


batch/baetj/ 

nQ 

0 

0 




confirm/ka':f:m/ 

vD 

0 

0 




consiguent/kan'snmant/ 

nQ 

0 

0 

0 

0 

0 

critical/kritikl/ 

aQ 

0 

0 

0 

0 


discount/'diskaunt/ 

nQ 

0 

0 




dispatch/di s'panf/ 

nQ 

0 

0 




faith/feiG/ 

n0 

0 

0 




imitator/'imitcito/ 

nQ 

0 

0 

0 



launch/bntf/ 

vQ 

0 

0 

0 

0 

0 

outset/'autset/ 

nQ 

0 

0 




pre fe rab 1 e/'prefo in bl/ 

aQ 

0 

0 

0 



principle/'prinsip]/ 

nQ 

0 

0 









quote/kwaut/ 

vQ 

□ 

□ 






reckon/'rekan/ 

vO 

□ 

□ 

□ 

D 

□ 



substantial/sAb'staenja]/ 

an 

□ 

□ 

□ 

D 

D 

D 

□ 

tremendous/tri'menda s/ 

aD 

D 

□ 

□ 

D 

□ 

□ 

□ 

unanimously/ju: 'naenma s/ 

advQ 

D 

D 

□ 




verdict/va:dkt/ 

nO 

□ 

□ 

D 

□ 

D 





Lesson 18 Arranging Business Visits 

0 0 0 0 


Key sentences 0 Q Q Q 

3400I think you need a relaxation. Are you interested in visiting some places? 

□ □□□□□□□□□□□□□□□□□□□□□□ 

341G It's about an hour's drive. We can start at 9 in the morning. 

GGGGGGGGGGGGGGGGGGGG 

342G Close to the fall are many tiny hot springs. 
000000000000 

3430 It's unique view that thousands of people from the south come to 
see. 

000000000000000000 

3440 If you come in autumn you'll enjoy even more beautiful landscape here. 

00000000000000000 

3450 But I have to make sure we have enough time for ta lks . 

0000000000000000 
3460 I'd like to go and visit the industrial exhibition. 

000000000 

3470 We'll arrange the visit for you. 

0000000000000 

3480 I'm sure the exhibition will give you some idea about of the industries in 
this city. 

000000000000000000000000 

3490 I especially like the things of traditional Chinese style. 

00000000000000000 

3500 There're many world-known historic spots in China I'd like to visit. 

000000000000000000000 

3510 We'll see what other places we can go to after the meeting. 

000000000000000000000 
3520 In this visit I've seen so many interesting things about Chinese 
culture. 

0000000000000000000000000 

3530 You can start off this afternoon if you like. 

000000000000000 

3540 We won't feel happy with a tour of China without seeing the Great 

Wall. 

00000000000000000 

3550 We'll take you to the Imperial Palace between the rounds of 

talks. 

00000000000000 

3560 This should be both a business and a pleasant sightseeing trip. 
0000000000000 

3570 You might be happy to see the famous places of interest in this city. 



□□□□□□□□□□□□□ 

35 80 I suggest you do a quick tour of the center of this city. 

□□□□□□□□□□□□a 

3590 After the signing of the contract we'll go to the natural hot spring to have 
a relaxation. 

□ □□□□□□□□□□□□□□□□□□□□ 

360Q I'd be very delighted to join you for a sightseeing tour. 

0000000000000000 

Dialogue A 

A0 So you're prepared to consider joining hands with us in such a venture? 

BQ Yes. I mean that. We can settle on that. 

A0 It's settled. Very good. This really was a marathon talk. Now we'll draft 
the contract according to what we've discussed. Then we can have the further 
discussion on the detailed terms before signing. And I think you might need a 
relaxation. Are you interested in visiting the Chang baishan Mountains to see the 
Heavenly Pool, a lake in a dormant volcano? 

BQ That's wonderful! When? 

A0 We could set off tomorrow morning if you lik e. 

BQ Is it far from here? 

A0 No. Just a few hours' drive. 

BQ What can we see there? 

A0 The volcanic lake from which comes a fall with its noise head far away. 
Close to the fall are many tiny hot springs. 

BQ Can we have a bath there? 

A0 Yes, but not in the spring because it's too hot and it can even boil eggs. 

BQ Oh. That's interesting. Anything special apart from that? 

A0 Miles upon miles of mountains and forests with a variety of wild animals. 

BQ That'll be great. 

A0 If in winter, we could go to Jilin City to see rime on pines along the 
Songhuajiang River, a unique view that thousands of people from the South like to 
see. 

BQ Maybe I'll come in winter next time so that I can enjoy the landscape 

here. 

A0 Yes. We have another place to go. That's the Changchun Film Studio. 

BQ I'm interested in that. But I have only two more days here, and I'll 
have reach agreement and conclude the deal on another morning. 

A0 Next time then, if you lik e. 

BQ Yes, next time. 

Dialogue B 

A0 If there's anything special you want, don't hesitate to tell 
me, Mr. Fisher. 

BQ Thank you. I'm free this afternoon. I was told there's a industrial 



exhibition here, so I'd like to go and have a look. 

AQ Good, I can arrange that for you. There're various new industrial 
products on display. The exhibition will give you some idea of the industries in this 
city. 

BQ That's wonderful! Could you be more specific about some of the 
industries you've mentioned? 

A[] Well, take chemical industry for example. It has rich resources of 
petroleum for chemical synthetic fibers and other products. Many of our products 
have been exported in large quantities to many countries. 

B[] That's interesting. I definitely want to visit the industrial exhibition, but Id 
also like to see something like a food market bustling with activity. 

AQ Oh, we have a special street that's lined with shops and restaurants in 
traditional Chinese style. Many visitors from various parts of the world come and 
enjoy traditional Chinese delicacies as well as dishes. 

B[] I'll go to that street after the exhibition. 

A[] Is there anything else you tike to see? 

BQ I'd like to see some historic spots in China, but I have to make sure we've 
got enough time for our talks. 

AQ I'm sure the talks will proceed as planned. We'll do our best to make 
things plain sailing. 

BQ I have no doubt about a successful conclusion we'll come to. 

A[] Let's arrange to see the exhibition and the food street first. We'll see what 
other places we can go to after the talks. 

B[] That's the idea. 


Notes Q □ 

10 consider joining hands with us in such a venture 

□ □□□□□□□□□ 

2Q setoff 

□ □ □ □ set out [] start offO 

3D miles upon miles of mountains and forests with a variety of wild animals 

□ □□□□□□□□□□□□□□□□□□ 

4D rime on pines along the Songhuajiang River 

DDDDDDDDDD 

50 a food market bustling with activity 

□ □□□□□□□□ 

60 traditional Chinese delicacies as well as dishes 

000000000000 

70 a special street that's lined with shops and restaurants in traditional Chinese 


00000000000000000000000000 

ODD lineO 0 0 " 0.0 0 " 0 

0 : Hie roads in the company are all lined with beautiful flowers and trees. 




□□□□□□□□□□□□□□□□□□□ 
8D We'll do our best to make tilings plain sailing. 

□ □□□□□□□□□□□□□ 


Words and Expressions 


bustle/'bAsl/ 

vQ 

D 

D 

□ 

□ 

□ 

dclicacy/'dcloks/ 

n D 

□ 

□ 

□ 

□ 


display/dels'pl/ 

n D 

D 

D 




dormant/'doant/ 

aD 

D 

□ 

D 



fall/£>:!/ 

C 

□ 

□ 




libcr/'laibs/ 

nO 

□ 

□ 




marathon/'mteraGan/ 

nO 

□ 

□ 

□ 



petroleum/pi'trsujarn/ 

nQ 

D 

D 




pine/pain/ 

nO 

□ 

□ 




proceed/pra'skd/ 

vD 

□ 

□ 

D 

□ 

D 

rime/raim/ 

nO 

D 

□ 

□ 

□ 

D 

studio/'stjuxliou/ 

C 

□ 

□ 

□ 



synthetic/sin'Getk/ 

a D 

□ 

D 

□ 



venture/'vcnjo/ 

nQ 

□ 

D 

□ 

□ 


volcanoAol'knau/ 

nO 

□ 

□ 






Lesson 19 A Trade Fair 

ODD 


Key sentences 0 0 0 0 

361G When is the trade fair to be held? 

□ □□□□□□□□□□ 

3620 Our company's done a lot of preparation for the exhibition. 

□ □□□□□□□□□□□□□□□□□□ 

3630 Have we booked our site at the exhibition center? 

□ □□□□□□□□□□□□□□□ 

364[] We've been given stand No. 10 in Hall No.5. 

□ □□□□□□□□□□□□□ 

365[] If the one allocated to us doesn't suit us, we can go and talk to the 
organizer. 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

3660 A special company takes charge of the organization and administration 
of the exhibition. 

□ □□□□□□□□□□□□□□□□□ 

367[] What sort of amenities are we thinking of? 

□ □□□□□□□□□□□□□ 

3680 We must have an area where we can sit and talk to our visitors. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

369Q I've got to supply interpreting service on the stand. 

oooooooooooooooo 

3700 You have to answer questions about our products. 
000000000000000 

3710 A lot of visitors just want to stop long enough to pick up a new 
catalogues. 

00000000000000 

3720 There's also an interpreting service that we can use at the 
center. 

00000000000000000 

3730 We can promise the customers to send the a copy as soon as possible. 

00000000000000000000 
3740 It's important to design the exhibition stand well. 

000000000000000 

3750 The exhibition organizer has a very special function. 

00000000000000000 

3760 The manning of the stand is important, because this stand is in 
effect a miniature sales department for the period of the exhibition. 

00000000000000000000000000000 
0 0 0 0 0 

377 0 When you fill in the application form, you must specify your 
requirements. 



□□□□□□□□□□□□□□□□ 

3780 Have you got any more problems in preparing for the trade fair? 

□ 0 □ □ □ 0 □ □ □ 0 □ □ □ □ □ □ 

3790 The organizer will supply a lot of aids to the companies. 

000000000000000 

Dialogue A 

A0 Have we booked our she at the exhibition center? 

B0 Yes, we did that two weeks ago. We've just received the floor plan. 
Here it is. We've been given Stand No.5 in Hall No. 4. 

A0 Don't we get a choice? 

B0 Well, when we fill ed in our application form, we specified our 
requirements—size, services required, type of product to be exhibited and so on. 
All the other exhibitors did the same, and stands are allocated accordingly. If the 
one allocated to us doesn't suit us, then naturally we can take it up with the 
exhibition organizers. 

A0 Who are they? 

B0 An independent, specialist company which arranges exhibitions for 
trade and manufacturers associations. They take complete charge of the 
organization and administration of the exhibition, including things like publicity and 
information services. 

A0 Do we have to construct the stands ourselves? 

B0 No, we hire a firm of contractors that specialize in this kind of work 
One of their people will be at today's meeting to discuss the design of our stand. 

A0 Presumably we give them some guidance on the sort of things we want. 

B0 Yeah, we draw up a fist of criteria—range of products to be 
displayed, amenities to be provided, how many staff we expect to have on duty at 
any one time, and so on. They come back with an estimate of the amount of space 
we'll need. Once this is agreed we book our space through the organizers. 
Then the contractors get down to the job of producing a detailed design for the 
stand. That's what today's meeting is about. 

A[] What sort of amenities are we thinking of? 

B[] Well, if we have an important visitor who looks like a potential customer, 
or if one of our regulars come, we can't keep them standing about. We must 
have an area where we can sit and talk to our visitors and where they can study our 
brochures if they wish. 

AQ It's quite a major undertaking actually. 

BQ Quite right. Many people don't real iz e what a lot of work we have to do 
behind the scenes. 

Dialogue B 

AG David, you've got to supply the interpreting service on the stand. Do you 
think you can manage? 

BQ I'll try my best. I've studied all our brochures and I feel quite confident. 



Of course, people may ask questions that are not answered in our literature. 

AQ Don't worry. You won't be left on your own. Either Mr. Blake or myself 
will be on duty throughout the exhibition and there'll normally be a production 
engineer around to help with technical queries. 

BQ What exactly do you want me to do? 

AQ To help the staff on the stand with any language problems that may arise, 
but you may be called upon to handle some routine inquiries 
yourself if we get really busy. 

BQ I hope I'll be able to cope. I've only been with the company for a short 
time, you know. 

A[] Yes, if you're in any doubt, just keep the customer happy until 
one of us is free to come to the rescue. A lot of people just want to stop long 
enough to pick up a few catalogues. Try to get their names, and the names and 
address of their companies, so that we can follow up the inquiries after the 
exhibition. 

BQ Suppose someone turns up whose language none of us can speak? 

A[] In that case, we'll have to use the interpreting service at the center. 

BQ Why don't we have our catalogues printed in several languages? 

A[] That's a very good question. Actually we're working on foreign language 
versions of our main product catalogue, but they aren't going to be ready in time for 
this exhibition. We ran into a long series of hold-ups—staff leaving, labor dispute 
at the printers. The last time I spoke to the head of the printing works, he gave me 
a delivery date early in November. All we can do is promise the customers to send 
them a copy as soon as possible. I'm afraid this is one area where we've 
slipped up rather badly. 

BQ What arrangements are made for meals? 

A[] Oh, there're several restaurants and bars. We'll arrange a rota so that 
there's always someone on duty on the stand, even during the lunch hour. Some 
people prefer to go round the exhibition then when it's a bit less crowded. 

Notes Q n 


1[] the floor plan 

0 0 0 0 0 

20 then naturally we can take it up with the exhibition organizer. 

□ □□□□□□□□□□□□□□ 

take... up with sb[] □□□"□ .□□□□□"□ 

□ : They decided to take the pay up with the manager. 

□ □□□□□□□□□□□□□□□□□ 

30 behind the scenes 

ODD 

40 turnup 

0 0 0 0 0 

50 We ran into a long series of hold-ups... 




□ □□□□□□□□ . 

hold-up 

An unexpected hold-up meant we had fallen 3 weeks behind schedule. 

DDDDDDDDDDDDDDDDDDDDDDD 

6Q I'm afraid this is one area where we've slipped up rather badly. 

□ □□□□□□□□□□□ 

slip up □ Q 

□ : The secretary slipped up and the letter was never sent. 

DDDDDDDDDDDDDDDDDDD 


Words and Expressions 


amenity/a 'mnl/ 

nO 

D 

D 

D 

D 



association/3's3us'ci[3n/ 

n D 

D 

D 

D 

D 

D 


contractor/ksn'traekts/ 

nO 

D 

D 

D 




critcria/krai'tisrta/ 

C 

D 

D 





estimate/'estmt/ 

nO 

D 

D 





guidancc/'gaidsns/ 

nO 

D 

D 





presumably/pri'zjummbl/ 

advQ 

D 

D 

D 

D 

D 

pubhcity/pAblisiti/ 

n D 

D 

D 

D 

D 

D 

D 

query/'kwisri/ 

nQ 

D 

D 

D 

D 

D 


rescue/'reskju:/ 

nO 

D 

D 





rota/'r3t3/ 

nD 

D 

D 

D 

D 



routine/m:'ti:n/ 

aD 

D 

D 

D 

D 

D 

D D 

stand/staend/ 

nD 

D 

D 





undertaking/,Anda' staend/ 

nD 

D 

D 

D 

D 

D 


version/'\3:[3n/ 

nD 

D 

D 

D 

D 

D 





Lesson 20 Company Strategy 

0 0 0 0 


Key sentences 0 0 0 0 

3800 We have two items to cover this afternoon. 

000000000000 

381G The first is the short-term decision about the appointment of a new 
marketing manager. 

00000000000000000 

3820 The second option would put us at a risk, but perhaps more of an 
opportunity. 

0000000000000000000000000 

3830 What about looking at it from the corporate point of view? 

0000000000000000 
3840 I understand what you're saying. 

00000000 

3850 Theoretically, organizations need the people like him. 

00000000000000000 
3860 I think you're overstating the case. 

00000000000 

3870 We can go out into the market and start looking for international 
manager. 

000000000000000000 

3880 It'll be several years before we have a pool of managers with genuine 
international experience. 

00000000000000000000000000 

3890 I' m not sure at what cost to the morale of our existing staff. 

0000000000000000000000 

3900 We need a flexible strategy to meet the changing market condition. 

0000000000000000000^ 

3910 If we reduce our prices I'm sure our market share will increase. 

0000000000000000000000 

3920 That's really a long-term prospect. 

000000000^ 

393 0 Our company strategy concerns two things: the market and 
manufacturing. 

000000000000000000000 

3940 If we increase prices, sales will drop rapidly. 

0000000000000000000 

3950 But I think the increased market share is the objective. 

00000000000000 

3960 We must take the present economic situation into consideration. 
00000000000000 

3970 The market is already very competitive and getting more so. 



□□□□□□□□□□□□□□□□□□□ 

398Q We can get better prices and therefore higher profits by upgrading the 
products. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDD 

3990 If we reduce cost in manufacturing, that must put us in a strong position 
to adapt to the market. 

ooooooooooooooooooooooooooo 

Dialogue A 

AO Let's get down to business. We've got two items to cover this afternoon: 
firstly, the short-term decision about the appointment of a new marketing manager 
and secondly, the long-term strategic issue—namely developing international 
managers throughout the group. So, where do we stand on this appointment? 
Helga? 

BO If we go for the obvious choice-that's Mary Walter -we'll be 

making a safe decision. If we go for the other strong candidate—that's George 
Maxwell—there would be of a risk, but, as always, perhaps more of an 
opportunity. 

AO I know what you mean. What do you think, Wayne? 

CO I look at it from the corporate point of view. If we don't appoint from 

inside-that's Walter—we won't be listened to when we talk about 

opportunities within the group” . I understand what Helga is saying about George 

Maxwell—he's a maverick and sometimes organizations need people like 
him. But if we appoint him. I'd have to resign and you, Douglas, would have to as 
well. 

AQ I think you're overstating the case but I see what you're getting 
at—so it's going to be Mary Walter. Let's leave that for a moment and move on 
to the related issue of developing international managers. Wayne, I know you have 
strong views on this? 

CQ In my opinion, there're two major options: either we take the long-term 
route via internal development, that is, through training, or we go out into the 
market and start looking for international managers. If we take the first option, it's 
be five years before we have a pool of managers with genuine international 
experience. If we took the second option, we could do it by next year but I'm 
not sure at what cost to the morale of our existing staff. 

BD Quite so. What is an international manager anyway? In my opinion, we 
have no option. We must develop our own people. If we started a system of 
exchange between sales and production staff from one country to another, it 
wouldn't take five years. It would also identify those managers with the motivation 
and the potential. 

AD Right. I sense you're both in favor of the home-grown option. Wayne, 
could you put something on paper so we can present it to the Board? 

CD Of course. 

AD OK, let's just come back to Mary Walter. 



Dialogue B 

A[] Do you think we need a flexible strategy to meet the changing market 
conditions? 

BQ Sure. Our main objective must be to gain market share, and to do this we 
must reduce prices. 

A[] But are you sure that our market share will increase if we reduce our 
prices? 

BQ Yes, I think so. 

CO That's probably true, but if we reduce prices, our margins will be lower 
and that will cut profits. 

B[] In the short term that's right, but we can slowly increase production and 
with increased production, we'll cut unit costs. 

C[] That's really a long-term prospect. Unit costs can only come down if 
we invest in new plant and machinery. 

A[] I think our company strategy concerns with at least two things, first, the 
market, and second, manufacturing. Do we agree that increased market share is the 
objective? 

CQ I can't completely agree. I think we should go for higher profitability. If 
we can upgrade the product, we'll get better prices and therefor higher profits. 

BQ Look, the market is already very competitive and getting more so. If we 
increase prices, whatever the quality, sales will drop rapidly. 

A[] Right, let's look at it from the other point of view-manufacturing. 

CQ Well, if we can reduce cost in manufacturing, that must put us in a strong 
position to adapt to the market. The only way we can be flexible enough is to 
sub-contract more of the production. 

BO But it'll mean job losses if we do that. 

CO Yes, but the jobs that remain will be more secure. 

Words and Expressions 


adapt/a'daept/ 
genuine/'cbenjuin/ 
home-grow 
machinery/ma'jmari/ 
margin/'rmxhin/ 
maverick/'mae varik/ 
morale/ma'ra:]/ 
overstate/,auva'stcit/ 
potcntial/pa'tcnfal/ 
profitabihty/prafitahiliti/ 
prospect/'praspekt/ 
route/ru:t/ 

sub-contract/' sAb'kantraekt/ 


vO 0 0 
ao 0 0 0 
no 0 0 0 0 0 0 
no 0 0 
no 0 0 0 0 
no 0 0 0 0 0 0 
no 0 0 0 0 0 
vO 0 0 

no 0 0 0 0 0 
no 0 0 0 0 0 
no 0 0 0 0 0 
no 0 0 
vO 0 0 0 0 0 



via/'vafe)/ 

upgrade/' Ap'greid/ 


prepG 0 0 0 0 0 
vOOOOOO 


Notes G 0 

10 So, where do we stand on this appointment? 

aaaaaaaaaaaaaaaa 

where sbQ stands GG000G0000000G 
G : We want to know where you stand on our pay raise. G Q G Q G G G 

GGaaaaaaaGGG 
2G go for G Q 

3G ■ ■ - but I see what you're getting at... 

GGGGGGGGG 

get at G □ □ " □ □ " □ 

G : I still don't understand. What exactly are you getting at? G Q Q Q Q GD 

GGGGGGGGG 

4G It would also identify those managers with the motivation and the potential. 

GGGGGGGGGGGGGGGGGGGGGG 

5GI sense you're both in favor of the home-grown option. G Q G Q Q G Q 

0000000000000 

60 gain market share 

□ □ □ □ □ G 

70 unit costs 

0 0 0 0 

80 ...the jobs that remain will be more secure. 00000000000 

0 0 



Part II Company Daily Languages 

D D D D D D 

Lesson 21 Introductions and Greetings 

D D D D D 

Key sentences D D D 0 

400Q Hello, John. May I introduce my friend, Jane, to you? D D D D D D 

DDDDDDDDDDDDDDD 

401D Good morning, Mr. Smith. How are you? 

□ □□□□□□□□□□□□□□ 

402[] Hello, Mr. Brown. It's wonderful to see you again. DDDDDDDD 

□ □□□□□□□□□□ 

4030 Hi, Bill. How is everything going? 

□ □□□□□□□□□□ 

404Q Hi, Marry. How are you getting on? 

□ □□□□□□□□□□ 

405Q Hello, Lovely day, isn't it? 

DDDDDDDD 

406D Pleased to meet you. 

D D D D D D D 

407D I'm delighted to make your acquaintance. 

D D D D D D D 

408D Bill, this is Marry. 

DDDDDDDD 

409D I'd like to introduce you to my boss, Mr. Jackson. 

DDDDDDDDDDDDDDDDD 

410D Jack, come and meet Bill. 

DDDDDDDDDD 

41 ID Mr. (Bill) Jackson, I would like to introduce you to Mrs. 

(Marry) Brown. She is the personnel manager in the company. 

DDDDDDDDDDDDDDDDDDDDDDDDDDD 

412D I'm sure you'd like to meet Mrs. Smith. 

DDDDDDDDDDDD 

413D May I have the pleasure of introducing Dr. Wang to you? 

DDDDDDDDDDDDDDD 

414D Allow me to introduce the managing director, Mr. Smith. 

DDDDDDDDDDDDDDDDDD 

415D Let me introduce myself. I'm Wang Ping. 

DDDDDDDDDDDDDD 

416D I'm Li Fang from China. 

DDDDDDDDDD 


Dialogue A 



AQ Good morning, Mr. Zhang. 

BQ Oh, Good morning, Marry. How is your work? 

A[] Not bad. Just like the whole company, everything is going nicely. 

BQ I agree. It will keep going like this, I'm sure. 

AQ I hope so. 

Dialogue B 

AQ Hello, my name is David Smith. Are you one of the staff here? 

BQ Yes, I am. Nice to meet you, Mr. Smith. I'm Tim. This is the first time I 
meet you in the company, isn't it? 

AQ I've just come back from Japan. I've studied marketing there for two 
years. 

BG Great. Which department are you working in? 

AG I have no idea. The manager hasn't talked to me about this yet. He just 
told me to look around. 

BG I hope you will come and work in our department. 

AG It's very kin d of you to say so. 

Dialogue C 

AG Hey, Wang. How is it going? 

BG Oh, hi, Jane. Not bad. How are you doing? Long time no see. 

AG Yeah, Haven't seen you for ages. I've been swamped with the work in 
the company. 

BG So am I. We must get together sometime recently. 

AG I agree. We can make it sometime next month. 

BG OK. Remember All work and no play makes Jack a dull boy." So take 
it easy. 

AG You too. 

Dialogue D 

AG Morning, Chen. 

BQ Morning, Jane. Come and meet our new workmate. Mr. 

David Smith. He's just come from Japan. 

AG Glad to meet you. You're welcome to work with us. I hope you will 
enjoy working here. 

CG Nice to meet you. A really nice company and nice people. 

BQ David, I'll show you around and meet the other people in our department. 
CG Thanks a lot. 

Dialogue E 

AG Hi there, everyone. We have a new workmate. This is David. 

He will be in our department Come in, David, and meet your workmates. 
Now this is Wei Jiang. 

BQ How do you do, Wei Jiang? 



CQ How do you do, David? Welcome to our department. 

DQ Hi, David. I'm Li Hua. It's nice to have you with us. 

BQ Thank you. I enjoy working here with you. 

Dialogue F 

AQ Good morning, Bill? How are you this morning? 

B[] Very well, thanks, Mr. Smith. 

A[] This is Bill Widdowson, Mr. West. 

BQ How do you do, sir? 

CQ How do you do? 

AD Mr. West is our new managing director, Bill. 

CD How long have you been working here, Mr. Widdowson? 

BD About four years, sir, but not all the time in the advertising department. I 
was in the sale department for two years. 

CD How do you like your present work? 

BD Very interesting but also very challenging. 

CD Good. It's very nice to have met you here, Mr. Widdowson. 

BD Thank you. Sir. 


Notes D D 

ID Everything is going nicely in the company. 

dddddddddd" 

2D It will keep going like this. 

DDDDDDDDD 

3D I've been swamped with the work in the company. DDDDDDDD 

DDD 

be swamped with work DDDDDDDD 
D : We've been swamped with calls since we put an ad in the paper. 

DDDDDDDDDDDDDDDDDDDDDD 

Our company is swamped with orders. 

DDDDDDDDDDD 

4D We can make it sometime next month. 

DDDDDDDDDDDDDDD 

5D All work and no play makes Jack a dull boy. 

DDDDDDDDDDDDDDDDDDD 

6D Mr. West is our new managing director. 

DDDDDDDDDDDDDD 

7D I was in the sale department for two years. DDDDDDDDDD 

Words and Expressions 


acquaintance/3'kwntns/ 
advertising/' aedvataizir]/ 


nD D D D D D 
nD D D 



chaUenging/'tfaelindsir)/ 
department/di'pa itirent/ 

enjoy/in'd30i/ 
marketing/'ma :kitir)/ 
personnel/,p3 :s9'nel/ 
staff/sta :f7 
swamp/swomp/ 
workmate/'w9 :kmt/ 


an □ □ D 
nOOO 

vOOO 

nO D □ D □ □ 
nQ □ □ 

nODDDDOOO 
vD □ □ □ □ □ □ 
nQ □ □ 



Lesson 22 Starting a Conversation and Departing 

0000000 


Key sentences 0 0 0 0 
4160 What lovely days we're having! 

□ □□□□□ 

417D Dreadful weather, don't you think? 

□ □□□□□□□□ 

418Q What do you think of the weather in Beijing? 

ooooooooooo 

4190 What do you think of the new model we've just turned out? 

000000000000000000 

4200 What kind of working system do you have in your company? 

00000000000000 

4210 How do you like Hong Kong? 

00000000 

4220 I imagine you often have to work the clock round in a job like yours. 

000000000000000 

4230 You have a very nice office here. Haven't you? 

000000000 

4240 I hear you're going to the United States on business next month. 

00000000000000 

4250 How do you like your new job? 

0 0 0 0 0 0 0 

426Q Excuse me, but could you spare me just a couple of minutes? 0 0 0 0 

ooooooooooo 

4270 I won't take up any more of your time. 

0 0 0 0 0 0 0 

4280 I really must be going now. 

00000000 

4290 It's time we were leaving now. 

00000000 

4300 I' vc got to go, I have an appointment. 

000000000000 
4310 Thank you for your assistance. 

0 0 0 0 0 0 0 

4320 I really appreciate your help. 

0000000000000 
4330 I' ve enjoyed working with you. 

00000000000000 

4340 See you tomorrow. 

0 0 0 0 


Dialogue A 



AQ What a nice day, isn't it? 

BQ Yes, it is. 

A[] Is there anyone sitting here? 

BQ No. Help yourself. 

AQ Thanks. This is the first time for me to have the meeting here. 

BQ Are you a new comer? 

A[] I came to this company last week. I just finished my study abroad. 

B[] What's your field? 

AQ Computer. I've studied that for your years. 

BQ So you're doing the software engineering here? 

AQ Yes. Which department are you in? 

B[] I'm working in the accounting department. I'm Henry Owen. 

A[] Pleased to know you. I'm John Cusack. 

CO Hello, Henry. Are you all right? 

BO OK. What about you? 

CO Not bad. Yeah, another meeting. What a pain! 

BO I wish we got the meeting started. It's so late. 

CO Oh, the manager's coming. 

Dialogue B 

AO What do you think of the news today? 

BO A lot of good news and bad news. The president of that country was 
dismissed by the military. 

AO That's too bad. It's against the constitution, isn't it? 

BO That country is in a turmoil now. 

AO It doesn't concern us, So let's not bother much about that. 

What's the business like in our company? 

BO Not so good at the moment. The sales volume is going down. 

AO The sales department is to blame, isn't? 

BO Not exactly. Something wrong with the market. Many companies are in 
hot water now. 

AO It's surely because of the financial crisis in Asia. Is the company taking 
some special steps? 

BO Yes, but we haven't seen the effect yet. 

AO I hope the economy will be soon recovered from the crisis. 

BO I expect so. 

Dialogue C 

AO What do you think of Beijing? 

BO A very beautiful city, and very nice peopleO 
AO Do you like the weather here? 

BO Not very much, sometimes it's a bit dry and windy. By the way, how is 
the hi-tech exhibition? Do you think it worth visiting? 

AO It's lovely and exciting. I saw a lot of new products. It's really surprising. 



Everything is developing so fast, especially with the help of computerization. 

B[] Things change by day. You can't be sure what the world will look like 
tomorrow. 

A[] Yeah, but there's one thing we can be sure about—the world is 
changing for the better. 

BQ Sure. 

Dialogue D 

A[] I still don't know how to operate this. Could you demonstrate that 
again? 

B[] I'd like to, but I really don't have the time right now. The head of our 
department will meet me in his office at ten. I have to go now. Could you come 
back this afternoon? 

A[] Sure. What time? 

B[] Is three o'clock all right with you? 

A[] OK Until three o'clock. 

BQ Good. See you then. 

AQ Bye 

BQ Bye. 

Dialogue E 

AG I'm afraid I've got to go now. I have to prepare the documents for the 
manager tonight. He has a meeting tomorrow. I must finish everything before eight 
o'clock tomorrow morning. Thank you for the invitation. 5] Sorry you have to 
leave, but thank you for coming. I hope you enjoyed the evening. 

AG The party was marvellous. I enjoyed every minute of it. 

BQ I'm glad you lik ed it, but you have to work the clock round tonight. 

AG It's all right with me. It's a common occurrence in my work. 

BQ Take it easy. 

AG Thank you again for the lovely evening. Goodbye! 

BQ Goodbye! 

Dialogue F 

AG Hello, Wang Lin. Why in such a hurry? 

BQ I'm just back from the manager's office. We had a meeting there. I have 
to let my work mates know the important information from the boss. 

AG What is it about? Selling? 

BQ About the quality of our products, to be exact. 

AG Have we got the products returned? 

BQ Not yet, but we've got some complaints from the customers. 

AG That's too bad. Quality is our life. The company'll have to close if we 
don't improve the quality. 

BQ Certainly. So the manager is very angry, but the situation isn't that bad 
yet. As long as we take the effective measures things will be OK then. 



AQ I hope so. By the way, are you free tomorrow evening? 

BQ Yes. What for? 

A[] We'll have a party at seven in my house. Would you like to join us? 

BQ Great! Sure I would come, but I really must be going now. They are 
waiting for me in the office. Talk to you tomorrow evening. Bye! 

AQ Bye. See you then. 


Notes G □ 


1G Help yourself. 

□ □ □ □ D 

help oneself to.. .Q GDDDDDDDD" 
help sb. to...G □ Q G □□□□□□□ □ □ 

G : Help yourself to the fish; there's plenty here. 

□ □□□□□□□□ 

He helped himself to the cigarettes on the table and began to smoke. 

□ □□□□□□□□□□□□□□□ 

Can I help you to some coffee? 

□ □ D D □ D □ 

2Q What's your field? 

□ □□□□□□ 

3G So you're doing the software engineering here? 

□ □□□□□□□□□ 

4Q Another meeting, what a pain! 

□ □□□□□□□□ 

5G The sales volume is going down. 

D □ □ □ □ □ □ 

6Q The sales department is to blame, isn't it? 

□DDDDDDDDDDDD 

be to blame G □ □ 

G : In this matter he seems to be in no way to blame. 

□ □□□□□□□□□□□□□□ 

7GThe president of that country was dismissed by the military yesterday. G G 

DDDDDDDDDDDDDDD 

8G Could you demonstrate that again? 

□ □□□□□□□□ 

9G ■ ■ - but you have to work the clock round tonight. 

□ □□□□□□□□□□□ 

10. It's a common occurrence in my work. 

□ □□□□□□□□□□□ 

11. Take it easy. 

□□□□□□□□□□□ 

□ take things easyQ 



Words and Expressions 


abroad/9'br9:d/ 

accounting/9'kauntit]/ 

computerization/k9m,pju:t9rai'zeij9n/ 

con st i tut i on/,k 9n s't i 'tj u: [9 n/ 

crisis/'kraisis/ 

dismiss/dis'mis/ 

engineering/,cnd.^'niorit]/ 

exhibition/,eksi'bi[9n/ 

financiaVfai'naenjg]/ 

hi-tech/'hai'tek/ 

measure/'me39/ 

military/milit9ri/ 

operate/'9p9reit/ 

si tuati on/ ; s i tj u'eifg n/ 

software/'s9ftwC9/ 

turmoil'l9:m9:]/ 

volume/ 1 v9lju:m/ 


advQ 

D □ 

□ 

□ □ □ □ 

nQ □ 

D 



nQ □ 

□ D 

□ 

D □ 

nQ □ 

□ 



C □ 

D 



vQ □ 

□ 



nQ D 

D 



nQ □ 

□ 



aD D 

□ D 



nO □ 

□ □ 



C □ 

□ 



nQ □ 

□ 



vQ □ □ 



nO □ 

□ 



nO D 

□ 



C □ 

□ □ 

□ 

D 

n D □ 

D □ 

D 




Lesson 23 Invitations 

□ 0 


Key sentences 0 0 0 0 

435G I would like to invite you to a party this evening. GDDDDDDD 

□ □□□□□□□ 

436Q May I invite you to our picnic? 

DDGDGDGGDDGDD 

437G I was wondering if you would like to go to a movie Friday evening. 

□ □□□□□□□□□□□□□□□□ 

438G Are you free Saturday, by any chance? 

DGGGDGGG 

439GCould you come to a party at my place this evening? G D D D D D D 

0000000000 

4400 What about having a drink with me? 

00000000000 
4410 Thank you. I'll be glad to come. 

000000000 

4420 How nice of you, thanks a lot. 

00000000000 
4430 Thanks, I'd love to. 

00000000 

4440 That sounds very nice, but I'm not sure if I'm free then. 

Could I let you know tomorrow? 

00000000000000000000000000 

4450 Yes, with pleasure. 

00000000 

4460 Thank you very much for the invitation, but I'm not feeling well today. 

00000000000000000000 

4470 That's very kin d of you, but I'm afraid I've arranged to go out then. 

0000000000000000000 

4480 I' m sorry, I'm expecting some visitors this evening. 

00000000000000 

4490 Friday is a bit of a problem. 

00000000 

4500 I'd love to, but I'm afraid I've already promised... 

oooooooooooo.0 

Dialogue A 

A0 We're going for a drink at the pub. Won't you join us? 

B0 Well, I'd like to, but I have so many urgent things at hand. 

A0 Oh, come on! Just a quick one. 

B0 All right, just a quick one. 




Dialogue B 

AQ We have a party at my place this evening. Would you come? 

B[] That's very kin d of you, but I'm afraid I can't. I've arranged to go out. I'll 
have dinner out with my wife and then wel go to the airport to see a friend off. 

AQ It's a pity you can't come. 

BQ Then next time. 

AG Yes, I'll let you know when we have gathering next time. 

BQ Thank you all the same. 

Dialogue C 

AQ Hello, Wang. How are you? 

BQ Fine, thanks. How are you? 

AG Not bad. It's a long time since we came together and had a chat last time. 
Why not come out to have dinner with me sometime this week? I've got a lot of 
news for you. 

BQ That is great. But I'm tied up today and tomorrow, because the boss is 
going abroad. I've got a lot of documents to prepare and a dozen of letters to type 
for him. 

AG How about Friday evening? 

BQ Let me see. I can finish everything by Thursday. Yes, Friday evening will 

OK. 

AG Then it's settled. Let's meet at half past six in the Hong Kong 
Restaurant. 

BQ That will be fine. See you Friday then. 

AG See you. 

Dialogue D 

AG Are you free on Wednesday evening, by any chance? A very good movie 
is on, Titanic. I'd like to invite you to the cinema with us. 

BQ Thank you very much. I'd love to. I was told the fi lm was excellent, but 
I'm afraid I'll be busy that evening. 

AG What a pity that you can't come. Then when will you be free? 

BQ well, I'm not sure, for I've got a lot on during the next several days. Could 
I let you know Friday morning? 

AG That's fine. 

BQ Thank you all the same. 

Dialogue E 

AG Hello, David. How are things going in your company? 

BQ Everything is fine. How are you. 

AQ OK, but I had a very busy month. A lot of meetings, trade discussions, 
negotiations, preparations for the international trade fair. 

BQ We are all busy at this time of the year. But we have to find time to relax. 

AG Yes, I've decided to relax myself this weekend. I'm going fishing. Why 



don't you come and join me? 

B[] That's a good idea. I like fishing very much though I'm not good at it. It's 
so interesting. When are you going? 

A[] What about Saturday morning? 

BQ That is fine. 

Dialogue F 

AQ Boys and girls, I've got an announcement to make. 

BQ Be quiet, everybody. 

AQ We haven't had any gathering for a long time. We plan to go on a picnic 
tomorrow. 

CO Where to? 

AO What about the Grand Park? 

BO Why don't we go to the Red Lake. It's beautiful by the waterside. 

CO I'd like go to the Stylus Hill. It's a good place for picnic. AO One place 
one time. We can't be divided. 

DO Red Lake then. 

AO OK. Settled, Red Lake. 

BO At what time? 

AO Half past eight at the company gate. 

Notes 0 0 

10 We're going for a drink at the pub. Would you join us? 0 0 0 0 0 0 0 

000000000 

20 Come on! Just a quick one. 

00000000 

come on 00000000000000000000000000 : 
Come on, let's see a smile. 

000000000 

Come on, we'll be late. 

000000000 

30 We'll go to the airport to see a friend off. 

00000000000000 

40 But I'm tied up today and tomorrow. 

000000000000 

be tied up 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

0 :1 can't see you tomorrow—I'm gong to be tied up all day. 0 0 0 0 0 

00000000000 

50 Then it's settled. 

00000000 

settle 00000000 H is settled 0 0 It is decidedO 0 : It's settled then. 
I'll go back to Beijing next week. 00000000000000 
ODD 



It was settled that David would be transferred to that department. 

□ □□□□□□□□□□□□□□□□ 

6D I've got a lot on during the next several days. 

DDDDDDDDD 

have a lot on □□□□□□□□□□□□□□□□□□□ have a lot 
going onO 

7Q A lot of meetings, trade discussions, negotiations, and preparations for the 
international trade fair. 

□DDDDDDDDDDDDDDDDDDDDDDDDDDD 

8Q Boys and girls, I've got an announcement to make. 

□□□□□□□□□□□a 


Words and Expressions 


airport/'?;?) pot/ 

announcement/3'naunsmsnt/ 

cincma/sinims/ 

chat/tfaet/ 

dozen/'dAzn/ 

cxccllent/'cksatent/ 

fair/fes/ 

gathering/'ga;(tarir]/ 
negot i at ion/n i,g3 u[ i 'e i[3 n/ 
picnic/'piknik/ 
relax /ri'teks/ 
urgent/'3: d33nt/ 
waterside/ 1 wo:t3said3/ 


nO □ □ 
nOOOOOO 
no D □ □ 
aQ □ □ □ □ □ 
nQ □ □ □ □ 
aDDDDDDDD 
nDOOO 
no D □ 
n D D D 
nOOO 
vQ □ □ 
an □ □ □ 
nO D □ 



Lesson 24 Requests and Offers 

0 0 0 0 0 


Key sentences □ □ □ □ 

45 1G Would you be so kind as to help me out? 

□ □□□□□□□□ 

4520I should be very grateful if you could lend me your car. D D D D D D 

□ □□□□□□□□□□□□□ 

453G Could you do me a favor? 

□ □□□□□□□ 

454Q Would you mind holding this for me? 

□ □□□□□□□GO 

455QExcuse me, could you tell me where the manager's office is? G Q D D 

0000000000000000 

456Qfohn, you need to help me. I'm in deep trouble. 00 00 000000 

0 0 0 0 0 0 0 

4570 Sure/Certainly. 

0 0 0 0 0 
4580 I'll be glad to. 

0 0 0 0 0 0 
4590 That's all right. 

0 0 0 0 
4600 Can I help? 

00000 4610 I'll help you with the washing-up if you like. 

000000000000000 

4620 Is there anything I can do to help? 

000000000 

4630 Would you like me to give you a ride? 

00000000 

4640 If I can help you, please let me know. 

0000000000000 

4650 If there's anything I can do, I'll be happy to help. 

00000000000000000000 

4660 Yes, please. Thanks a lot. 

0 0 0 0 0 0 

4670 That's very kin d of you. 

00000000 

4680 I'd be very grateful if you would. 

000000000000 
4690 No, really. Thank you all the same. 

00000000000 
4700 That's all right. Thanks. 

0 0 0 0 0 0 0 

4710 No, don't bother. I can manage. 



□□□□□□□□□□ 

472[] Thank you for offering, but I think I'd better do it myself. 

□ □□□□□□□□□□□□□□ 

Dialogue A 

AQ Excuse me, could you please help out? 

BQ With what? 

AQ Something is wrong with my computer. I've got a lot of documents in it, 
but now it seems I've lost everything. 

BQ Have you stored all your documents? 

AG Yes, but nothing can be found now. 

BQ Maybe it's the vims. Did you use any diskettes from others recently. 
AG No, never. 

BQ Let me see. What is the date today? 

AG September 26. Why? 

BQ It's the CIH vims, I think. It's easy now. I've got the killer for this kind of 

vims. 

AG How long will it take to kill it? 

BQ Just a couple of minutes. You don't know much about computer, do you? 
AG I'm just a beginner. 

Dialogue B 

AG Would you be so kin d as to hold this for me? 

BQ What are you doing? Is something wrong? 

AG Yes, but I've already fixed it. Just hold it, will you? 

BQ Oh, yes, of course. 

AG Yeah, good. I've managed it now. 

BQ Everything is all right now? 

AG Yes, but would you hold it for just one more minute, please? 

BQ Sure. 

AG Thank you very much. 

Dialogue C 

AG I'm in a real jam. I need your help badly. 

BQ What's happened? 

AG One of our products doesn't sell now. 

BQ What can I do then? 

AG Could you help me design a new model? 

BQ The market is flooded with so many products. It seems that there's 
nothing in the world left for us to create. 

AG Don't be so pessimistic. Don't you still remember that product we 
designed last year. We had no idea that product would sell so well. 

BQ With so much money you've put into developing the new product, you 
will suffer the result if it doesn't tell again. You have to develop new products, but 



not in this way. 

A[] Do you mean this product doesn't sell well not because it's out of fashion 
but something else? 

BQ Yes. That product is of good quality, but the appearance is not so good. 
The appearance is often more important than quality. 

Dialogue D 

AQ Would you like me to type it for you, Mr. Pratt? 

BQ Yes, please. That will be a great help. Are you sure you don't 
mind? 

A[] Not at all. I'll be glad to do it. 

BQ Thanks very much. My handwriting is difficult to read. Would you like me 
to write it out again first? 

A[] No, there's no need. 

BQ I could quite easily. 

A[] No, don't bother. It's all right as it is. 

BQ Thanks a lot. 

Dialogue E 

(On the phone) 

A[] Hello, David. 

B[] Hello, Henry. This is David. Everything is ready for the meeting now. 

A[] How would you like to meet before the meeting. I'd like to talk with you 
about the market strategies first. 

B[] That'll be fine. 

A[] Shall I meet you at your office in half an hour. 

BQ Thanks. But I'll have to go to the accounting department and I'll be back 
in an hour. Would you like me to come round to your place? 

A[] No. Don't put yourself out. I'll come round to your office at ten. 

BQ Fine. See you then. 

AQ See you. 

Dialogue F 

AQ Well, a very nice dinner. Thank you very much. You're a really good 
cook. 

BQ Thank you. I'm very glad you lik ed it. 

AG I could do the washing-up, if you like. 

BQ No, it's all right. Just leave it there. I can do it later. Let's enjoy the 
after-dinner rest. 

AG What are you going to do at the weekend? 

BQ I'm going fishing with David. It's a pity you'll be away on a business trip. 
Next time. 

AG Uh oh! There's nothing like the stress you get from having the boss riding 
along on a long trip. 



BQ Don't say so. Many people can't get the chance to go with the boss. 
A[] Quite often I don't know what I should talk about with the boss all the 

way. 

B[] Everything he's interested in. Actually you will find him a very kind person 
outside his office. 

A[] This time we've got so many samples and company brochures. It's a heck 
of lot to lug around. 

B[] Let me give you a ride to the station. I have nothing important at hand. 
A[] No, don't bother. The boss's got his car. He'll come and collect me at my 
place.. .1 must be going now, or I'll be late. Thank you for the dinner. 

BQ You're welcome. Have a pleasant trip. 

A[] Thank you. Bye. 

BQ Bye. 


Notes Q □ 

1[] I'm in a real jam. I need your help badly. 

□ □□□□□□□□□□□□□□□ 

be in a jam [] badly Q 

[] : He badly wanted to be chosen for the company football team. 

□ □□□□□□□□□□□□□□□ 

She's badly in need of money. 

□ D □ D □ D □ 

2Q One of our products doesn't sell now. 

□ □□□□□□□□□□□□ 

sellQ □□"□□□□□□" □ 

[] : This item sells well. 

□ □□□□□□ 

This kin d of pen sells at three for ten yuan. 

□ □□□□□□□□□□ 

3Q The market is flooded with so many products. It seems that there's 
nothing in the world left for us to create. 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

4Q We had no idea that product would sell so well. 

□ □□□□□□□□□□□□□□□□□ 

5Q With so much money you've put into developing new product. 

You'll suffer the result if it doesn't sell again. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

6D out of fashion 

□ D □ □ □ D 

□ □ D □ be in fashion Q Q Q Q fashion □□□□□□□ be all the 
fashionO □□□□□□□□□□ follow the fashion^ D □ □ □ D 

7[] The appearance is often more important than quality. 



8Q I'd like to talk with you about the market strategies first. 

□ □□□□□□□□□□□ 

9U Don't put yourself out. I'll come round to your office at ten. 

□ □□□□□□□□□□□□□□□□□□□□□ 

put oneself out 00000000000000000000 

[] : It's very kind of you, but don't put yourself out for us. 

□ □□□□□□□□□□□□□ 

Fred never puts h im self out on other people's behalf. 

0000000000000 

10n on a business trip 

0 0 0 0 0 be away on official business^ 

11 [] There's nothing like the stress you get from having the boss riding on a 
long trip. 

00000000000000000000000 
12[]This time we've got so many samples and company brochures. It's a heck 
of lot to lug around. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

lug around □□□□□□□□□□□ 

13Q No, don't bother. The boss will come and collect me at my place... 

00D0000000000D000 

collecto 000DDD00DDDDDDD0 
□ : Martin's gone to collect the children from school. 

□□□□□□□□DO 


Words and Expressions 


appearance/3'pi3r9ns/ 

n0 

0 

0 

□ 

□ 

0 

bother/'bDffo/ 

v0 

□ 

□ 

0 

□ 

0 

brochure/'brsutjus/ 

n0 

0 

□ 

□ 



collect/ks'lekt/ 

v0 

□ 

0 

0 

□ 

□ 

design/di'zain/ 

v0 

□ 

□ 




diskette/'disket/ 

n0 

0 

□ 

(= 

floppy disk) 

fashion/faejsn/ 

n0 

□ 

□ 

□ 

□ 

□ □ 0 

handwriting/haendjaitir)/ 

n0 

0 

□ 




managc/'mtenid.V 

v0 

□ 

0 

□ 

0 

□ 

model/'rrDdl/ 

n0 

□ 

□ 




possimistic/pcsi'mistik/ 

aD 

0 

□ 

□ 



quahty/kw3:liti/ 

n0 

□ 

□ 




sample/'sa:mp/ 

n0 

□ 

□ 




store/stoy 

vQ 

□ 

0 




strategy/'straitid^i/ 

n0 

0 

0 




stress/stres/ 

n0 

□ 

□ 

□ 

□ 

0 

virus/Vaisrss/ 

nO 

□ 

□ 




washin- up/'wofir) Ap/ 

n0 

0 

□ 

0 

□ 

0 0 0 0 0 



Lesson 25 Suggestions and Advice 

0 0 0 0 0 

Key sentences □ □ □ □ 

473G Might it not a good idea to talk to the boss first? 

□ □□□□□□□□□□□□□□ 

4740 If were you I'd go to see a doctor right now. 

□ □□□□□□□□□□□□□□ 

475Q Don't you think it would be a good idea to have a ride in the country? 

□ □□□□□□□□□□□□□□□□□ 

476[] Why don't you go there by plane? 

□ □□□□□□□□□□ 

477[] What about going for a walk? 

ooooooo" 

4780 Shall we have a party at my place this weekend? 
000000000000 

4790 I suggest you tell this to the boss and see what he would say. 

000000000000000000 

4800 Let's g° to the section head and ask h im about this. 

0000000000000 
4810 You'd better have a relax. 

00000000 

4820 That's a good idea. Thank you. 

00000000000 
4830 Yes, you've said it. I'll try that. 

00000000 
4840 I'n do that. 

0 0 0 0 0 0 

4850 That would be very interesting. 

0 0 0 0 0 

4860 That's certainly not a bad idea. 

0000000000 
4870 Right, M do that. 

000000000 
4880 I don't want to do that. 

0 0 0 0 0 0 0 

4890 We could, but there's still a problem. 

000000000 

4900 I ll afraid that's out of the question. 

0 0 0 0 0 0 

4910 I'm afraid that won't help. 

0 0 0 0 0 

493Q I'd love to, but... 

oooooooo. 




Dialogue A 

A[] Hello, John, how are you? I'm tired and hungry. 

BQ So am I. Shall we go to the hamburger stand around the comer and have 
something to eat? 

A[] Oh, I don't like that kind of place. 

B[] What would you suggest then? 

A[] What about the bar on the other side of the road? We can get something 
to drink while eating. 

BQ That's a good idea. What shall we drink? 

AQ Coke? 

BD I like something hot. 

AD Why don't we bring the food back to my office? I can make some coffee 
there. 

BD Excellent. 

Dialogue B 

AD Hi, Joan. What's the hurry? 

BD I have to do some packing. The boss sends me to talk with X company 
about the new product. 

AD Anther business trip. Great. I really envy you. 

BD Oh, it's not always a pleasant thing to be away on business. 

AD How are you going there? 

BD I want to go by train, but there are no seats left on the Huninghao. 

AD If I were you I would go by plane. It can save you much time. 

BD I don't like flying. I'm scared in the air. I always think it's not safe by 
plane. 

AD Then why not go there by car? 

BD Driving a car makes you tired. 

AD Oh. But if you have to take the train, you'd better go to the trainman for 
help after you get on. There is always a way. 

BD That's a good idea. I'll try my luck. 

Dialogue C 

AD Hello, Jane. 

BD Hello, Martha. What's wrong with you? 

AD I've made several errors recently and I was late this morning. 

The section head took offense at that. 

BD Why don't you talk to him. You owe him an explanation. 

AD I don't know how to talk to superiors. 

BD Actually he's very easy to talk to. 

AD I sometimes feel he's not the leader type. He shouldn't have yapped at me 
lik e that. He didn't really know the entire picture. 

BD He's a fair person. It's you who hasn't got the job right. Don't you think it 



would be a good idea to talk to him first ? 

A[] I know I should, but it's difficult. 

B[] What about fetching h im a coffee at the tea break and then talk to him. 

A[] Ill try. 

Dialogue D 

A[] Would you like some lemon juice ? 

BQ No, thanks. I can't touch anything sour, sweet or cold. It's my teeth. 

AQ That's too bad. Have some coffee, then. 

BQ Yes, excellent. Thank you. 

AQ Why don't you go to see a dentist ? 

BQ I'm so busy, so many things to do in the office that I can't find the time. 

AQ I suggest you go to the company clinic first. It won't take much time. 

BQ That's a nice suggestion, but I have to finish the several things at hand. The 
section head is waiting. I'll go tomorrow. 

Dialogue E 

AG We've finished the work at last. 

BQ Thank God. We won't work over the weekend this time. Sometimes the 
boss is rather hard on us. He likes to give us so much work towards the weekend. 
Don't you think ? 

AG We've been doing what we should do. 

BQ We have a free weekend now. What shall we do ? 

AG I'm not sure. Got any idea ? 

BQ What about a party at my house ? 

AG We'd better have something peaceful and quiet. 

BQ What's your suggestion then ? 

AGLet me see.... Don't you think it would be a good idea to take a ride in the 
country ? 

BQ Yes, great! It's fresh and beautiful in the country at this time. 

Dialogue F 

AG Hello, Jack. How are you ? You don't look very well. 

BQ Hi, Joan. I feel awful. 

AG What's the matter ? 

BQ I've got a bad headache. I haven't been sleeping well, either. 

AG You've been working too hard, I think. You've put so much time and 
energy into the research and development. 

BQ I've got two reports to finish before the weekend, then the several of us in 
the office have to do more investigation and research to predict what fashion will be 
lik e next year. It's difficult to predict what will be in, you know. 

AG That's obviously why you're getting the headache. You'd better see a 
doctor, and at the same time find time to relax abit. Health is important. 

BQ You're right. Thank you for your advice. 



Notes 


□ 0 


1[] What's the hurry? 

□ □□□□□□□□ 

□ □ □ □ Why in such a hurry? 

2[] I have to do some packing. 

□ □□□□□□ 

packing [] DO" □□□□□□"□ 

□ 0 a packing department D D D D D packing box □ □ □ □ 

30 .. .but there're no seats left on the Huninghao. 

□ □□□□□□□□□□□□ 

40 IH try my luck. 

0 0 0 0 0 0 0 

0 0 0 0 0 D 1° take one's chance. 

50 The section head took offense at that. 

00000000 

60 You owe him an explanation. 

0000000000 

0 0 0 0 0 I owe you an apology. 00000000 
70 I sometimes feel he's not the leader type. He shouldn't have yapped at me 
lik e that. He didn't really know the entire pictureO 

00000000000000000000000000000 

000000000 

yap 0000000000000000000000000000 
0 0 0 

0 0 Don't start yapping again. 

0000000000 
0 0 0 picture 0D0D000D0D0D 
0 0 What he's said is not the whole picture. 

000000000000 

I've been away for a month so you'll have to put me in the picture. 

000000000000000000 

80 I can't touch anything sour, sweet or cold. It's my teeth. 

000000000000000000 
90 Sometimes the boss is rather hard on us. 

000000000000 

be hard onsb. 000000000000000000000000 
0 : You mustn't be too hard on David—he's been under a lot of pressure 
lately. 

000000000000000000000000 
0 0 0 be hard on/for sb. 0000000000000000 
0 0 It's hard on them having turned out a poor seller again. 

00000000000000000000 



100 t0 take a ride in the country 

□ □□□□□□□ 

□ □ □ country □ □□□□□□□□□□□ 

[] [] They always want to live in the country. 

□ □□□□□□□□□□□ 

11[] ... have to do more investigation and research to predict what fashion 
will be like next year. It's difficult to predict what will be in, you know. 

. □ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

□ □□□□□□□ 

13D I feel awful. 

□ □□□□□□□ 

□ awful □ □ □ feel/look awful □□□□□□□□□□□□ 


Words and Expressions 


awful/ridul/ 

a. 

D 

□ 

D 

□ 

D 

□ 

D 

bar/ba:/ 

n. 

D 

□ 






clinic /'klinik/ 

n. 

□ 

□ 

□ 





coke /kauk/ 

n. 

□ 

□ 

□ 

D 




dentist /'dentist/ 

n. 

□ 

D 

□ 

D 




energy /'crfid.ri/ 

n. 

□ 

□ 

D 

□ 

D 



envy /'envi/ 

V. 

D 

□ 

D 

D 

D 



hamburger /'haembaig3/ 

n. 

□ 

□ 

□ 

D 

□ 

□ 

□ D 

headache /'hedeik/ 

n. 

□ 

□ 






investigation /in,vcsti'gci[3n/ 

n. 

□ 

D 

□ 

D 

□ 



juice /d3U:s/ 

n. 

D 

□ 

□ 





lemon /'lemon/ 

n. 

D 

□ 






offense /a'fens/ 

n. 

□ 

□ 

□ 

□ 

D 



pack /pack/ 

V. 

D 

□ 

□ 

D 

D 

D 


superior /sju'piaria/ 

n. 

□ 

D 

□ 

□ 

□ 



trainman /'treinman/ 

n. 

□ 

□ 

D 








Lesson 26 Apologies and Excuses 

□ D 


Key sentences Q Q Q Q 
494[] I'm so sorry. 

□ □□□□□ 

4950 r m terribly /awfully/ extremely/ ever so/very sorry, (but) I've lost the 
book you lent me. 

□ □□□□□□□□□□□□□□□ 

4960 I'm sorry about what happened yesterday. 

□ □□□□□□□□□□□ 

4970 I'm sorry for being late. 

□ □□□□□□ 

4980 I really feel bad about that. 

□ □□□□□□□□□ 

4990 You cannot believe how sorry I am. 

□ □□□□□□□□□□□ 

5000 I'm afraid he can't see you. He's engaged the whole day today. 

□ □□□□□□□□□□□□□□□□□ 

5010 I apologize for forgetting to phone you. 

□ □□□□□□□□□□□□ 

5020 Please accept my apology. 

□ □□□□□□□ 

5030 Sorry to disturb you at this time of the day. 

□ □□□□□□□□□□□□ 

5040 That's all right. 

D □ □ □ 

5050 Oh, don't worry about that. 

DDDDDDDDDD 

5060 Nevermind. 

D □ □ □ 

5070 Think nothing of that. 

□ □□□□□□ 

5080 It' s nothing to get upset about. 

□ □□□□□□□□ 

5090 H wasn't entirely your fault. 

□ □□□□□□□ 

5100 I'm not entirely to blame. 

DDDDDDDD 

5110 I didn't mean to, really. 

DDDDDDDDDD 

5120 It wasn't deliberate. 

D □ □ □ □ □ D 



Dialogue A 

A[] Im terribly sorry for having forgotten about that document. I thought I'd 
got everything ready. I hope you will forgive me. 

BQ Well, I was a bit upset at first, but as it turned out it didn't really matter. 
The lucky thing is I knew the content of that document. 

AQ I should have asked Mr. Cook and checked everything to make sure 
before the meeting. 

BQ It wasn't entirely your fault. Since Jane was away you have got so much to 
handle. 

AQ That shouldn't be my excuse. There's still much for improvement in my 
work. 

BQ Anyway, don't let it worry you. 

Dialogue B 

A[] Good morning, Mr. Hardy. I'm very sorry for being late. 

BQ It's all right. I'm glad you could come. 

A[] I was held up by a traffic jam and it was even worse that I couldn't find 
your place. 

BQ You're not entirely to blame. This place is difficult to find. We should have 
reminded you of that. 

A[] Actually I should have thought of the heavy traffic in the msh hour. 

B[] Well, don't worry. 

A[] Thank you for your forgiveness. 

BQ Take a seat and make yourself comfortable . 

A[] Thanks. 

Dialogue C 

A[] Hello, Jack. I'm sorry to have kept you waiting. 

BQ Not at all. I've been here just about five minutes. 

A[] Where is David ? 

BQ He's not here yet. 

A[] Do you think he's coming ? 

B[] I'm sure he'll come or he'll at least phone to tell us. 

A[] Oh, there he's coming. 

CO Im very sorry. Julia got fainted as I was coming out of the office, so I had 
to take her to the company clinic. 

A[] How is she now ? 

CQ She's OK. 

BD What's wrong with her ? 

CD I think she is overworked. She has been under much pressure recently. 
ADWe'll go and see her when we come back, but we must get moving now or 
we'll surely be late for the movie. 

BD Oh, good heavens! I've left the tickets in the office. 

A, C: Oh! 



Dialogue D 

A[] I'm terribly sorry for being late. Bob. 

BQ What's up, Kate ? You're an hour late. 

A[] I couldn't help it. I was late getting off work and my car broke down on 
the way here. 

BQ Got off working late again ? 

A[] The office is closed at six, but today there was a msh on then. My boss 
asked me to type some urgent papers. 

BQ Why couldn't you put it off till tomorrow ? You should have told him that 
you'd got an appointment. 

AQ Oh no, he's my boss. It's also because of the car that I was late. It wasn't 
really my fault, you see. 

B[] Don't give it another thought then. Let's enjoy the beautiful evening. But 
remember we must be the boss one day. 

AQ Then I'll become your secretary. 

Dialogue E 

AG It's very strange that I can't find the document I typed on Friday. 

BG Which document? 

AG The work report of our department. 

BQ Yesterday I accidentally got several documents lost when I was using the 
computer. Your report might be among them. You must forgive me. 

AG It doesn't matter. I'll see if it's in the file box. It should be there... Oh, it's 
not here. 

BQ Oh, I'm so sorry. Have you got it printed? 

AG No. but I remember having a backup copy. Would you please hand me 
that backup disk? 

BQ Here you are. 

AG Don't worry. I've got it now. 

Dialogue F 

(On the phone) 

AG Hello? This is Mr. Cook's office. 

BQ Hello. This is Monica Singer. I would like to make an appointment to see 
Mr. Cook. Will he be free this afternoon? 

AG I'm sorry but he is engaged the whole afternoon. He will have a meeting. 

BQ What about tomorrow morning? 

AG Sorry that's not possible either. He will meet Mr. Snow from X company. 
Tomorrow afternoon he will be free Could you come at four o'clock? 

BQ I'm afraid not. I'll be seeing a doctor then. Has he got any appointment 
before four? 

AG Let me see... He can see you at two but you'll have only half an hour. 

BQ That'll be OK. I'll come at two. Thank you very much. 



A[] It's all right. 


Notes □ □ 

l[]Well, I was a bit upset at first, but as it turned out that it didn't really matter. 

□ □□□□□□□□□□□□□□□ 

turnout It turns out that... 

0 0 0 0 

[] [] It turned out that she didn't get the job in the end. 

□ □□□□□□□□□□□ 

20 There's still much for improvement in my work. 

□ □□□□□□□□□□□□□□ 

□ □□□□□" 0 0 0 0 much room for improvement. 

3D I was held up by a traffic jam and it was even worse that I couldn't find 
your place. 

□□□□DDDDDDDDDDDDDDDDDD 

4Q to remind sb. of... 

to remind sb. about sth./ to remind sb. to do sth. 

D D Hearing this kind of noise reminds me of that horrible night. 

DDDDDDDDDDDDDDDDDDDD 

Will you remind me about the appointment? 

□ □□□□□□□□□□□ 

Remind me to phone him. 

□ □□□□□□□□ 

5Q ... heavy traffic in the msh hour. 

□ □□□□□□□□ 

D D D D heavy msh hour traffic. 

60 She has been under much pressure recently. 

□ □□□□□□□□□□□□ 

70 What's up? 

0 0 0 0 0 0 0 

80 I couldn't help it. I was late getting of work and my car broke down on the 
way here. 

000000000000000000000 
0000000000000000000000 
0 0 1 can't help it if he's determined to go. 

00000000000000 
I always get angry with him, I just can't help it. 

0000000000000 

breakdown 00D0D0D0D0D0D0D0 

0 0 Th e elevators in this building are always breaking down. 

000000000000000 

90 The office is closed at six, but today there was a msh on then. 



□□□□□□□□□□□□□□□□□□□ 

rush □□□□□□□□ 

0 G The cafe is quiet until the lunchtime msh begins. 

000000000000000000 

100 backup copy 

00000000 " 00” 00000 backup disk. 
110 ■ ■ - but he's engaged the whole afternoon. 

000000000 

engage 00" 000000 " 0 

0 0 I'm sorry but he's engaged now. 

0000000000 


Words and Expressions 


accidentally /aeksi'dentli/ 

adv. 0 0 0 0 0 0 D 

apology /3'p3lad3i/ 

V. 0 0 

backup /'bakAp/ 

v.0 0 0 0 0 0 0 

comfortable/kAmftabl/ 

a.O 0 0 

contcnt/'kontcnt/ 

n.0 0 

engage /in'geid 3 / 

v.0 0 0 0 0 

excuse /ik'skju:z/ 

n. 0 0 

faint /feint/ 

V. 0 0 0 0 0 

file/fail/ 

n. 0 0 

forgive /fo'giv/ 

V. 0 0 0 0 0 

handle /'haendl/ 

V. 0 0 

overwork /,9Uv9'w9:k/ 

V. 0 0 0 0 

remind /ri'maind/ 

V. 0 0 

upset /Ap'set/ 

V. 0 0 0 0 0 



Lesson 27 Approval and Disapproval 

□ □ □ D □ 


Key sentences 0 Q Q Q 
513D I certainly agree (with you). 

□ □□□□□□□□□ 

514[] I think you're quite right. 

□ □□□□□□ 

515Q That's just what I was going to say. 

□ □□□□□□□□ 

5160 That's just how I see it. 

□ □□□□□□□□ 

5170 There's no doubt about it. 

D D D D D 

518QI couldn't agree with you more. 

□ □□□□□□□□□ 

5190 Yes, We see eye to eye. 

□□□□□□□□□□□a 

5200 Yes, perhaps, but I haven't seen any disadvantage of it so far. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

5210 Yes, that's quite true, but there's something in what he said. 

□ □□□□□□□□□□□□□ 

5220 Well, personally I don't think much of it. 

□DDDDDDDDDDDDD 

5230 You have a point here, but they're not the same. 

□ □□□□□□□□□□□□□□□ 

5240 I suppose you could say that, but the truth hurts. 

□ □□□□□□□□□□□□□□□ 

5250 Asa matter of fact I don't think so. 

□ □□□□□□□□ 

5260 I'm afraid you're wrong there. 

D □ □ □ D □ □ 

5270 That's where I disagree with you. 

DDDDDDDDDDDDDDD 

5280 I couldn't agree with you less. 

□ □□□□□□□□□□ 

5290 That's out of the question. 

□ □ D □ □ □ □ 

5300 I wouldn't accept that for any reason. 

□ □□□□□□□□□ 

Dialogue A 

A0 I think we should accept Jackson's plan. 

B0 I'm afraid I cannot agree. 



AQ What do you object to then? 

B[] I don't think it's practical. And it's very expensive, too. 

AQ I'm on your side. It is rather expensive, but if we really want to extend our 
business we should put in much money. 

BQ Yes, I quite agree that we should extend our business, but his plan will 
have us at a great risk. 

A[] It certainly is a great risk. But risk and chance often go together. 

B[] That's quite tme, but can we have a day or two to think it over before we 
make the decision ? 

AQ If you say so. 

Dialogue B 

AG Five yuan for this cup of orange juice ! It's too much, don't you think ? 

BQ Yeah, it's rather expensive. How can they charge so much ? 

AG And it's in the staff canteen, too ! They always try every means to make 
profit out of us. All the companies are the same. They are crazy about money 
nowadays, so everything has to make a profit. 

BQ Actually they are too greedy. It's obviously not at all a reasonable price. 

AG I agree. How can they ? 

BQ Wang Hui told me that he once went to the Black Bear Cafe at the comer 
last Saturday and had a coffee. How much do you think they charged him? 

AG Five yuan at most, I think. 

BQ Fifteen yuan! 

AG Really ? I don't know why people put up with these prices. I really don't. 

BQ Neither do I. We should refuse to use the canteen. That would teach them 
a lesson. 

AG Yes, it would. Let's leave this place right now and never come back. 

Dialogue C 

AG What do you think of the red skirt, Li Ping ? Does it suit me? 

BQ It looks very nice on you. But the black coat is not so good to go with it. 

AG I like the style. Don't you think it's a nice style ? 

BQ That's how I see it, but another color might be better. A blue one, for 
example. 

AG Yes, perhaps. But I like black. What do you think of the price? It's only 
fifty yuan. Don't you think it's a bargain ? 

BQ It's really a bargain. 

AG There are so many sales around this time of the year. You can always buy 
things you like at a cheap price. 

BQ That's absolutely true. 

Dialogue D 

AG What are you working at recently ? 

BQ working at developing another new product. 



AQ You've had several hit products already! 

E>G The life of any hit product will come to an end rather soon, don't you 
think? 

AG You have a point there. But research really takes much time and energy. 

BQ Definitely. It also take money to develop new products. When a new 
product is developed we have to spend a lot of money on advertisements. 

AG I believe so, but I don't think advertisement is always necessary. The 
goods with good quality and in fashion can surely sell well. 

BQ Well, I can't say I agree with you. Advertisement $ really important for 
products. Without successful advertisements, even the best items can't sell well. 
This is proved by facts. 

AG Possibly, but I still think quality speaks louder than anything else. 

Dialogue E 

AG Do you know much about computers? 

BQ Not so much. I just use it as a word processor. 

AG It becomes so important that you can't do without it. And it's used for all 
sorts of things now. 

BQYes, there's no doubt about this. For accounting systems in out department, 
for instance. It makes things easier and quicker. 

AG Exactly! It's now very convenient to design new products with computers 
in our company. 

BQ I must admit computer is useful, but we people depend on it almost for 
everything. I don't think it a good thing. 

AG Perhaps, but I haven't seen any disadvantage of it so far. 

BQ The 2000 bug is a serious problem. With so many scientists working on it 
and so much money spent on it. They should have thought of this kind of problem 
when they first invented the computers. 

AG I dare say you are right, but it was rather difficult at that time. 

Dialogue F 

AG What do you think of the ban of smoking in the company? 

BQ Well, personally, I think it's a good idea. What's the good of smoking? It's 
harmful to the smoker and the people around him. 

AG Smoking is possibly harmful to the health, but you can't say there's no 
good of it at all. Otherwise why are there so many people smoking in the world? 

BQ I can't say I agree with you. It doesn't mean it's good habit when many 
people do it. 

AG Think about the chairmen and directors of the companies. What would 
they do when they have visitors? Don't they offer cigarettes? Especially when the 
visitors like smoking, do they allow them to smoke? 

BQ The visitors should understand the situation. 

AG What about drinking ? Do you think people should not drink at all? 

BQ What do you think? 



A[] Drinking is different from smoking. It's not so harmful, and sometimes a bit 
of drinking is good to the health. 

B[] That's what I think. 

Notes Q n 

1[] What do you object to? 

□ □□□□□ 

object □ 

G G D to, ODD object to sth,□ G G object to doing sth. 

□ □ Do you think anyone would object if I smoke here? 

□ □□□□□□□□□□□□□□□□□□ 

His mother objected to every boy her son brought home. 

□ □□□□□□□□□□□□□□ 

I object to being spoken to l ik e that. 

□ □□□□□□□□□□ 

object□□□□□ that□□□□□□□ " □ Q . □□□□□□□□ 

[] : He objected that she didn't work hard enough. 

□ □□□□□□□□□□□□□□ 

2Q I don't think it's practical. 

□ □□□□□□□□□□ 

practical 

□ □ 

□ : a practical question 

□ □□□□□□□□ 

practical chemistry 

□ □ □ □ 

Yours is a practical proposal. 

□ □□□□□□□□ 

3D I'm on your side. 

□ □□□□□□□ 

be on sb's side G □ D " □□□□□□□" □ 

G G Thank God at least you're on my side. 

□ □□□□□□□□□□□□□□ 

D □ □ 

I won't take sides on this matter. 

□ □□□□□□□□□ 

I'll surely take sides with you. 

□ D □ □ □ □ □ 

4G|Yes, I quite agree that we should extend our business, but his plan will have 
us at a great risk. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

5Q And it's in the staff canteen, tooG They always try every means to make 




a profit out of us. ... so everything has to make a profit. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□ 

□ □ . □□□□□□□□□□□□ means 0 0 0 0 0 

0000000 " 00000000 ” 0 

[] : What would be the most effective means of advertising our products? 

□ □□□□□□□□□□□□□□□□□□ 

They had left no means tried to look for the lost child. 

□ □□□□□□□□□□□□□□□□□□ 

We had no means of transport except for two bicycles. 

□ □□□□□□□□□□□□□□□□□□□□ 

6Q I don't know why people put up with these prices. 

□ □□□□□□□□□□□□□□□ 

put up with □ 

[] : I don't know how you put up with their constant quarrelling. 

□ □□□□□□□□□□□□□□□□□□□□ 

7[] Don't you think it's a good bargain? 

□ □□□□□□□□ 

8Q There are so many sales around this time of the year. 
0000000000000000 
□ GO saleGDGDDDDDD 

G : the winter sales 

0 0 0 0 0 
a clearance sale 

0 0 0 0 
9Q hit products 

0 0 0 0 

100 ■ ■ ■ quality speaks louder than anything else. 

000000000000000 
110 a word processor 

0 0 0 0 0 

120 It becomes so important that you can't do without it. 

000000000000000 
0 0 1 can't afford a car, so I'll have to do without. 

00000000000000 
Can we do without electricity? 

000000000 
130 accounting systems 

0 0 0 0 

140 Th e 2000 bug is a serious problem. With so many scientists working on it 
and so much money spent on it 

00000000000000000000000000000 
0 0 0 0 0 0 

150 They should have thought of this kind of problem when they first invented 
the computers. 




□□□□□□□□□□□□□□□□□□□□□□□ 


Words and Expressions 


advertisement /ad'va:tismant/ 
ban /been/ 
bargain /'ba:gin/ 
canteen /kaen'ti:n/ 
charge /tfa :d3 / 
cigarette /,siga'ret/ 
/kan'vi:niant/ 

definitely Aiefinitli/ 
disadvantage /,disad'vo:ntid 3 / 
extend /ik'stend/ 
greedy /’gri:d/ 
object /ab'd^ekt/ 
orange /arand 3 / 
personally /'pa:sanali/ 
practical /'praiktikal/ 
processor /'prausesa/ 
profit /'profit/ 
risk /risk/ 


n. □ □ 

v. □ □ D D □ 

n.v.Q □ Q □ □ D 
a □□□□□□□ 
V.0D000 

n. G D convenient 

a-D □ D 

adv.G Q G □ □ □ □ □ 
*□□□□□ 
v.Q □ □ □ □ 
a-D D D 
v-D □ 
nQ □ □ 

adv.G Q G □ □ 
a- □□□□□□□ 
n -DDDDDDDDD 
nQ G □ 
n. v.G G 



Lesson 28 Likes, Dislikes and Preferences 

□ □ □ D □ 


Key sentences Q Q 0 Q 

531G I like Chinese food very much. 

□ □□□□□□□□□ 

532[] I really enjoy watching football match. 

□ □□□□□□□□□□ 

533Q I just love detective stories. 

□ □□□□□□□ 

534[]I'm very fond of going to the beach, lying on the sand listening to the sea. 

□ □□□□□□□□□□□□□□□□□□□ 

535Q r m rather keen on riding in the country. 

□ □□□□□□□□□□□□□□ 

536Q I'm crazy about fishing on the sea. It's so exciting. 

□ □□□□□□□□□□□□□□□□□ 

5370 That's exacdy what I want. 

□ □□□□□□□□ 

5380 I think this film is fantastic. 

□ □□□□□□□□□□ 

5390 I don't care much about sea food. 

□ □□□□□□□□□ 

5400 I don't think much of his manners. 

DDDDDDDDDDDD 

5410 I hate taking a business trip by myself. 

□ □□□□□□□□ 

5420 I can't stand a female boss. 

□□□□□□□□□□□□a 

5430 I must say it's terrible. 

□ □□□□□□□□□ 

5440 I never find travelling on the sea interesting. 

□ □□□□□□□□□□□□□□ 

5450 I prefer vegetable to meat. 

DDDDDDDDDD 

5460 Which do you like better, tea or coffee? 

□ □□□□□□□□□□□ 

5470 What would you prefer to have0 coke or juice? 

□□□□□□□□□□a 

5480 I'd rather walk there than take a bus. 

□ □□□□□□□□□□□□□□□ 

5490 Basketball is my favorite sport. 

□ □□□□□□□□□□□□ 

5500 I really don't mind. Either will do. 

□ □□□□□□□□□ 



551G I like neither, but if I have to choose I prefer the red one. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 


Dialogue A 

AQ How do you like oysters. Bill? I'd like to invite you to the Sea Food 
Restaurant. 

BQ Oh, I like sea food very much and that restaurant has delicious oysters. 
When? 

A[] This evening. 

BQ Oh, what a pity. 

A[] Why ? What are you going to do this evening ? 

B[] I'll have to take Mr. Malan from Company X out to dinner. 

A[] What kind of person is he ? 

B[]His company is one of our most important clients; and the manager told me 
to do a good job entertaining h im . It's said that he's a heavy drinker, It'll be very 
hard for me to keep up with him. 

A[] You can get one or two more people to go with you. 

B[] They all have their own business. There're still a lot of people to take out 
this week. 

Dialogue B 

A[] You'll be away on another business trip, Yang ? 

BQ Yes. To Kwangchow this time. 

AQ I'm fond of travelling. It's six months since I went out last time. 

B[] I haven't found travelling so interesting. It's rather tiring. 

AQ It's true. You can't sleep and eat well on the way, but it's so interesting to 
see places. 

B[] As a matter of fact you don't have enough time to see the interesting places. 
You have to come back as soon as the business is finished. I have another reason 
for disliking the business trip. In many places in the south, I can hardly understand 
their dialect. I don't know why many of them can't speak standard Chinese. 

AQ Yeah, just like a foreign language. 

BQ But I can take it easy this time, because I'm going with senior staff member 
from another section. 

AG So you'll have a happy trip this time. 

BQ I hope so. 

Dialogue C 

AG What sports do you like, Deng ? 

BQ I like basketball and table tennis. 

AGBasketball is interesting. I like that very much, especially the NBA matches. 
That's so fascinating. But I don't like table tennis. It's slow and not exciting. 

BQ You don't know much about this sport. It's not always slow. Just look at 
the players' movements, so exquisite. Backhand drive, forehand chop, right side 



topspin, left side underspin... interesting! 

AQ Frankly speaking, this sport has been much improved. It's more interesting 
now with some new mles introduced and the ball changed from white to yellow. 
But of all ball playing, I like football most. 

BQ I like watching, but I think it's violent and there're too many co lli sions. 

AQ That's true, but it's fast and exciting. 

BQ Besides, sometimes some players don't behave decently, too many 
underhanded actions. 

AQ I agree, but I still like this sport in spite of all that. 

Dialogue D 

A[] There're so many interesting places I haven't been to. One day when I 
have enough money and time, I'll travel around the world. 

B[] That'll be great. But I don't think it's impossible. What kind of places do 
you like to visit ? 

AQ Historic spots. I can see the old buildings, the people and their customs. I 
especially like the places with long history. I like to imagine what it would be like at 
the ancient times. It's so interesting. 

BQI like the historic places, too. But I like the natural landscape better. Guilin, 
Zhangjiajie, Mount Huangshan and Mount Lu in China are just the examples. When 
you're there you are marveled at the work of nature and you feel you're part of the 
nature. 

A[] I quite agree. I like nature, but it's a pity I've only been to a couple of 
places of this kind. There're still so many interesting places I should visit in China 
and other countries. 

BQ We should travel and see more places of the world before we're too old. 

A[] Yeah, absolutely. 

Dialogue E 

A[] Do you like the Sand Island ? 

B[] Oh, excellent. We enjoyed it so much that we have already decided to go 
there again next holiday. You'd better come with us. I'm sure you'll like it. 

AQ Actually I'm not fond of lying on the beach and sometimes the sea's rough 
and I don't like the sea wind. I prefer something quiet. 

B[] Sometimes the beach is quiet. 

A[] But not that kind I like. I like camping. 

BQ Camping ? I don't see how you can like that ! You have to put the tent 
every day. It's a great trouble. 

A[] I like it. Pleasure just lies in that. Everything is peaceful and quiet around 
you. There're also the birds and animals. You're so close to the nature. 

BQ Oh, I don't find it so interesting as lying on the beach listening to the sea. 

Dialogue F 

A[] Julia, what do you think of this food ? 



BQ I don't really like the chicken. It's too salty. I don't like the fish either. It's 
the worst dish I've ever had. And the vegetables are all too overcooked. 

A[] Frankly speaking, I'm not keen on this meal either. The food here is more 
in name than in reality. 

BQ I wonder if the cooks here know about cooking. 

A[] It's very strange that there should be still so many people eating here. 
Something's wrong with them. 

B[] I wonder, too. The food is not cheap here. 

AQ We will never come back here again. 

BQ Never ! I prefer the restaurant opposite to our company. It's small but the 
food there tastes much better. 

A[] I often go there. I really like the food in that restaurant. Some of the dishes 
are so delicious. 

BQ I invite you to eat there next Saturday. 

A[] Thank you. I'll be there then. 

Notes Q D 

1[] I'll take Mr. Malan from Company X out to dinner. 

□ □ □ xn□□□□□□□□□□□□ 

2Q You have to take care what to say. 

□ □□□□□□□□□□□□□□ 

3D His company is one of our most important clients... It'll be very hard for 
me to keep up with him. 

□DDDDDDDDDDDDDDDDDDDDDDDDDDDD 

DDDDDDDDDDDDDDDDDD 

heavy keep up with □□"□□□□ 

□ " D 

D D a heavy smoker D D D D D D D 

heavy traffic D D D D D 

It's hard to keep up with the changes in computer 

technology. 

□ □□□□□□□□□□□□□□□ 

4D But I can take it easy this time, because I'm going with a senior staff 
member from another section. 

DDDDDDDDDDDDDDDDDDDDDDDDDDD 

5D Just look at the players' movements, so exquisite. Backhand drive, 
forehand chop, right side topspin, left side underspin.. .Interesting! 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 

DDDDDDDDDDD 

6Q frankly speaking 

D □ □ □ 

□ □□□□□□□ 

generally speaking 



0 0 0 0 

strictly speaking 

□ □ □ □ 

personally speaking 

0 0 0 0 0 

7[] ... but I think it's too violent and there're too many collisions. 

□ □□□□□□□□□□□□□ 

8 □ Besides, sometimes some players don't behave decently, too many 
underhanded actions. 

00000000000000000000000 

9Q natural landscape 

0 0 0 0 

100 marvel at the work of nature. 

000000000000 

110 Us f°°d is more in name than in reality. 

0000000000 


Words and Expressions 


ancient /'cijont/ 

a. 0000000 

beach /bi:t [/ 

n. 0 0 0 0 0 

camping /'kmmpir]/ 

n. 0 0 

client /'klaiont/ 

n. 0 0 0 0 0 0 

collision /k3'li33n/ 

n. 0 0 

decently / l di:s3ntli/ 

a. 000000000 

dialect /'dainlckt/ 

n. 0 0 

entertain /ents'tein/ 

v.0 □ 

fascinating /'fesineitir]/ 

a.O 0 0 

frankly /fraenkli/ 

adv.O 0 0 0 0 0 0 

imagine /i'maecbin/ 

V.0 D 

landscape/'tendskeip/ 

n-0 0 0 0 0 

oyster/'3ist3/ 

n. 0 0 

restaurant /'restsront/ 

n. 0 0 0 0 0 

salty /'sold/ 

a. 0 0 

senior /'si:nj3/ 

a. 0 0 0 

standard/'staendsd/ 

n. 0 0 

violent /'vaiotent/ 

a-0 0 0 0 0 0 0 



Lesson 29 Congratulations and Compliments 

□ 0 


Key sentences 0 0 0 0 

552[] Congratulations on your promotion. 

□ □□□□□ 

5530 Let me congratulate you. 

0 0 0 0 0 0 

5540 It was so great to hear that you've graduated from the university. 

□ □□□□□□□□□□□□□□□ 

5550 I'm very happy for you. 

□ □□□□□□□ 

5560 I knew you were the right person to do the job. 

00000000000000000 

557[] Allow me to offer my heartiest congratulations on your marriage. 

□ □□□□□□□□□□□□□□□□□□□□□ 

558Q What marvelous news! 

□ □□□□□□□□□ 

5590 What a lovely house you have! 

00000000000 
5600 You look very smart today. 

0000000000 

5610 The dress looks very nice on you. 

000000000000 

5620 I must say the food is very delicious. 

00000000000 

5630 You've made an excellent speech. 

000000000 

5640 We all enjoyed your lecture. We learned many things from it. 

0000000000000000000000 

565Q The advertisement you designed is terrific. 

0000000000 

5660 Thank you. I'm glad you like it. 

00000000000 

5670 Thank you very much for saying so. 

0 0 0 0 0 0 0 

5680 How kind of you to say so. 

00000000000 

5690 I'm flattered. 

0 0 0 0 0 0 

5700 Your skirt looks very nice, too. 

0000000000 

5710 That's very nice to hear, but it's not as good as I had hoped. 

000000000000000000000000 



572Q Frankly speaking, it's one of the best I've ever made. 

□ □□□□□□□□□□□□□□□□ 

Dalogue A 

A[] You've got a very nice house here. 

BQ Thank you . 

AQ You have a wonderful view. The surrounding is beautiful. And the air's 
fresh and cool. It's so quiet and peaceful here. 

B[] We've been planning to buy a house for a long time, but we couldn't 
decide what kind of house to buy, say the size and location. Finally it's the children. 
They say they like this house and the place very much. 

AQ It's perfect. I must say it's really difficult to make the choice. As for me, it 
didn't take us much time to made our decision, because my parents will come and 
live with us for some time from October and my wife's expecting a baby in 
November. 

B[] Congratulations! 

AQ Thank you. 

Dialogue B 

AG How are things going with you in the company ? 

BG OK. Than ks . What about you ? It seems that you've been very successful. 
Alm ost every family is using your products. 

AG That's very nice to hear. It's so hard to keep, you know. 

BG Price—wise, you can't beat Company X, but the quality of your products 
is definitely better. 

AG I'm glad you think so. We've been working so hard to improve the quality. 
Besides we've spent so much on advertisements. 

BQ Yes, I think your advertisements are also very successful. I like that 
advertisement and I'm sure many other people do,too. If a product is to sell well 
the advertisement is important. 

AG I can't agree more . 

Dialogue C 

AG Hi, Frank. You look so smart today. 

BQ Thanks. 

CQ Yeah, you've changed so much. The decent clothes, fine shoes. You've 
also changed your hairstyle. 

AG You look a different person, Frank. Something special ? 

CG Just tell us and we can share that with you, boy. 

BQ r m going to get married. 

AG CG Congratulations! It's really marvelous news. 

AG Who is that girl ? 

BQ The girl in the accounting department of Company Y. Jane is her name. 

CG Oh, that girl ? I know her. She's beautiful and lovely. 

BQ It's very nice of you to say so. 



AQ When is the wedding ? 

BQ Next Saturday. 

CG Are we among the people to invite ? 

BQ Sure. I was about to tell you. 

AG CG We'll surely come. We' re so happy for you. 

BQ Thank you very much. 

Dialogue D 

AG Nice food. What's the occasion, Mark ? 

BQ Yeah, you look so happy. Some good news, Mark ? 

CG Yes, I also want you two to share the good news with me. I've graduated 
from the university now. And I've also got myMBA. 

AG It's so great to hear about that. 

BQ That's wonderful. Congratulations! 

CG Thanks a lot. It's great to be finished. 

AG Are you looking for a job ? 

CG Yes, I want to fmd a job in company and after several years I'll quit and 
mn a business of my own. I hope you two will join me. 

AG Marvelous. That's what I wanted to tell you when you went to the college 
several years ago. 

BQ Fantastic! In a couple of years we'll have our own company. We'll be 
successful. We deserve that, I'm sure. 

AG CG Certainly. 

Dialogue E 

AG A delicious dinner! 

BQ I'm very glad you lik ed it. This is the first time for me to invite people to 
dinner since we moved to this house. When we were on the Wall Street my mother 
usually did everything. So this time I wasn't sure about my cooking. 

AGReally very good. I like the fish you cooked. Its taste is very nice, and so is 
the Chinese dumpling. I like this food but I can never make it so well, especially the 
filling. 

BQ Next time I'll show you how to make the fillin g with beef. It'll taste even 
better than this. 

AG Come to my house next time and don't hesitate to teach me. 

BQ Sure. I like the soup and dessert you make. Terrific ! 

AG I'm glad you think so. We'll have that in my house if you really like them. 

BQ OK 

Dialogue F 

AG Hi, Li. I hear you got a promotion recently. 

BQ Yes, I got promoted to sales manager at my business. I didn't expect to 
receive that at all. 

AG Let me offer my heartiest congratulations. I'm proud of you. I know you're 



the right person to do the job. 

BQ Thanks, Joan. It's very kind of you to say so. I hope I can do a good job. 
A[]Frankly speaking, it's not easy to be a sales manager, especially at this time 
when the products of our company don't sell very well. 

BQ Yes. I have to try my best. 

A[] I have confidence in you. You deserve a success. 

BQ Oh, I'm flattered. 


Notes G D 

1G You have a wonderful view. 

000000000 

20 ■ ■ ■ say the size and location. 

00000000000 

sayO 0000 " 000000 " 0000 

0 0 Shall we meet again sometime next week, say next Friday? 

000000000000000000000000 
Can you come to dinner? Say 7:30? 

000000000000000 

30 ■ ■ ■ and my wife's expecting a baby in November. 

00000000000000' 

40 It's so hard to keep, you know. 

00000000000 

50 Price—wise, you can't beat Company X, but the quality of your products 
is definitely better. 

0000000000 X0000000000000000000 

60 to get married 

ODD 

o 0 marry 0 0 0 0 0 0 

Mark is getting married to Julia next month. 

0000000000000 

Mark and Julia will get/ be married next month. 

000000000000 

She's determined to marry all his daughters to rich men. 

000000000000 

That rich tycoon finally married his secretary. 

0000000000000000 

70 ■ ■ ■ I'll quit and mn a business of my own. I hope you two will join me. 

000000000000000000000000000000 
80 I have confidence in you. You deserve a success. 

00000000000000 

confidence 0 0 0 0 have, win, gain, lose, restore, show 0 0 0 0 0 in Q 
0 0 0 0 0 deserve 000000 "00" 0000 

0 0 The opinion polls show that voters have lost their confidence in 



administration. 

□ □□□□□□□□□□□□□□□□□ 

Middle-aged people generally don't show as much confidence in what the 
future holds as do the young. 

□ □□□□□□□□□□□□□□□□□□□□ 

Just think about what he did He deserves the punishment. 

□ □□□□□□□□□□□□□□ 


Words and Expressions 


confidence /'ksnfidsns/ 

n-D □ 

delicious /di'lifss/ 

a.0 0 0 0 0 0 0 

deserve /di'zs:v/ 

v. □ □ □ □ □ 

dessert /di'zs:t/ 

n-D D 

dumpling /'dAmplir)/ 

n. □ □ 

filling /flit]/ 

n-D □ □ D □ 

flatter /fleets/ 

v. □ □ □ □ □ □ 

graduate /'graed3Ueit/ 

v-D □ 

hairstyle /hcsstail/ 

a □ □ □ □ □ 

hesitate /'chzitcit/ 

v-D □ 

location /lsu'kcifsn/ 

n. □ □ 

marriage /'nterid^/ 

n-D D 

promotion /prs'msujsn/ 

n. □ □ 

smart /sma:t/ 

a. □□□□□□□ 

surrounding /ss'raundir]/ 

n-D □ 

view /vju:/ 

n-D □ □ D □ 

wedding /'wedir]/ 

n. □ □ 



Lesson 30 Making Appointments 

0 0 


Key sentences 0 0 0 0 

5730 Are you free tomorrow afternoon? 

□ □□□□□□□□ 

5740 Excuse me, Mr. Benson, but are you free this morning? 

00000000000000000 
5750 Do you happen to be free tomorrow? 

0 0 0 0 0 0 0 

5760 Excuse me, Miss Jackson, can you spare me a few minutes. There's 
something I'd like to speak to you about. I won't keep you long. 

00000000000000000000000000000 

0000000000000 

5770 I want to make an appointment with you. I've got something urgent to 
talk to you about. 

000000000000000000000000 

5780 I'd like to talk to the manager. Could you arrange it for me? 

000000000000000000 

5790 May I make an appointment for sometime early this afternoon? 

0000000000000000000 

5800 I wonder if you could arrange it for me to meet with Mr. Smith this 
morning. 

000000000000000000000 

5810 What time is convenient for you? 

00000000 

5820 I'm free at three p. m.. Are you free at that time? 

00000000000 
5830 Sure. I'll be expecting you. 

000000000 

5840 Excellent. What time shall I expect you? 

0000000000 

5850 Sure. I suppose you could come round at 10 tomorrow morning. 

00000000000000000 
5860 Fme. Would ten a. m. be all right with you? 

0000000000000 

5870 Well, M have an appointment that time. Will tomorrow morning suit 

you? 

0000000000000000 

5880 Let me see. The whole morning is booked up. 

0000000000000000 
5890 Sorry. I have a meeting to attend. 

0000000000000 
5900 Well, r m fully engaged tomorrow. 



□□□□□□□□□□□a 

591G Sorry, but I'm terribly busy right now. Perhaps we can arrange to have 
the talk sometime tomorrow afternoon? 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

G G G 

592. I'm sorry, I won't be free until 10 Let's make it at 10:20. 

□ □□□□□□□□□□□□□□□□□□□□□ 

Dialogue A 

AQ Hello, this is the manager's office, the National Food Company. 

BQ Hello, I'm Jim Carter from Company Y. I want to make an appointment 
with Mr. Blake. It's about the food samples your company has sent us and our 
order. 

AG Will you wait for a moment? HI see when he will be free.. .Will you come 
at three this afternoon? He'll be waiting for you then. 

BQ That's fine. HI be there by then. Thank you very much. 

AG You're welcome. 

Dialogue B 

AG A very fruitful talk I think. 

BQ Yes, I agree. Maybe we should have another meeting to have the last 
things settled. 

AG Good idea. When can we meet? 

BQ How does sometime Thursday sound to you? 

AG Sorry, I won't be free that day. I'll meet Mi - . West from Company Y. And 
we'll have lunch and dinner together. How about Friday ? 

BQ Not in the morning, I have an appointment. What about the afternoon? 

AG Sounds good to me. 

BQ Let's meet at three. After the talk I'd like to invite you to dinner so we can 
continue talking. 

AG That's good. See you then . 

BQ See you. 

Dialogue C 

AG Excuse me, I'd like to make an appointment with Dr. Hanson. Can he fit 
me in on his schedule ? 

BQ I think so. Oh, the whole morning is booked up, but he has the time this 
afternoon. Is that okay to you ? 

AG I'm sorry I can't be there that time. Maybe another time would be better. 

BQ How about 10 on Tuesday ? 

AG I won't be back by 12 on Tuesday. Can I see him at three in the afternoon 
that day ? 

BQ Let me see.... No problem. 3 p. m. Tuesday then. 

AG OK. Thank you. 



Dialogue D 

A[] Good morning, sir. 

BQ Good morning, I'm a new engineer from the United States. I've come to 
see Mr. Wang. 

A[] Have you made an appointment, Mr. ... ? 

B[] Please call me Ben Robinson. No, I haven't. 

A[] Mi - . Robinson, Mr. Wang is very busy this morning. Several people are 
waiting to see him. 

BQ I see. I've just come here, you know. I'd like to talk with h im about my 
work. Could you arrange it for me ? 

A[] I'll see what I can do. Just one moment please. Let me look at his 
schedule. 

BQ Thank you. 

A[] This afternoon is all booked up. Will you come tomorrow morning ? 

BQ All right. 

AQ You could come at 8:00. 

B[] Good, that's settled then. 

AQ Yes. 

BG Sorry to trouble you. 

AG No trouble at all. 

Dialogue E 

AG United Corporation. May I help you ? 

BG Mr. Han, please. 

AG Who's calling , please ? 

BG Mr. David of Parker Co. 

AG One moment, please. 

CG Han's here. 

BG Good morning, Mr. Han. This is David of Parker Co. 

CG Hello, Mr. David. Anything I can do for you ? 

BQ I've got something to discuss with you. Do you happen to have the time ? 
CG Yes, I think so. Would this afternoon be all right ? 

BQ Yes, that'll be fine. What time ? 

CG What about 3:30 ? 

BQ Yes, 3:30 would be fine. 

CQI look forward to seeing you, then. 

BQ Thank you very much. See you. 

Dialogue F 

AG I'd l ik e to drop by your house after work. I've got something important. I 
want to talk with you and invite your advice. Is that okay? 

BQ Yes, of course. 

AG What time would be convenient to you? 



BQ Sorry I'm not free this evening. I'm going out with a friend. Perhaps you 
could come tomorrow evening. 

A[] That'll be fine. It's very kind of you. When will you be home? 

BQ Too much work to do in the office recently. I won't be home until 7. Can 
you drop in by 7:30? I'll get the dinner ready and we can eat while talking. 

AQ Good. 

Notes Q □ 

1[] I want to make an appointment with Mr. Blake. It's about the food 
samples your company has sent us and the order. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

0 0 0 0 0 0 

appointment GOOD make, fix, break, keep G D D D with G G G 
G G Phone his secretary and make an appointment. 
000000000000000 

If you fail to keep the doctor's appointment you'll have to pay for it. 

00000000000000000 

20 How does sometime Thursday sound to you? 

00000000000000 
sound o 0 0 " 0 0 0 " 0 
0 0 How does the proposal sound to you? 

0000000000 
It sounds all right. 

0 0 0 0 0 0 0 

The news sounds really exciting. 

0000000000000 

30 Can he fit me in on his schedule? 

000000000000 

0000 fitinOO" 0000000 " 0 

0 0 Th e doctor said he can fit me in at 4:30. 

000000000000000 

40 The whole morning is booked up. 

0000000000 

book up 00" 0000000 " 00000 fully booked. 

0 0 We're booked up right through the summer season. 

000000000000 
5QI look forward to seeing you then. 

00000000 

look forward to 0 0" 00"00000000DD look forward to sth. 
0 0 look forward to doing sth. 

0 0 We' re looking forward to our holidays. 

00000000000 

The manager says he's looking forward to meeting you. 



□□□□□□□□□□a 

60 Do you happen to have the time? 

□ □□□□□ 

happen to □ 0"00"000000000 
G G I happened to be there when he arrived. 

aaaaaGaaaaaGG 

Do you happen to know her address? 

GGGGGGGGG 

7Q I'd hke to drop in on you after work... I want to talk with you and invite 
your advice. 

00000000000000000000000000000 

0 0 

0 0 0 0 0 drop in, drop by,0 0 drop over. 

0 0 Drop in and see us when you're in Beijing next time. 

00000000000000 

I wish he wouldn't drop in on me so often. 

0000000000000000 

He often drops in to tea. 

000000000 

Some friends dropped by to see me last week. 

000000000000 

Words and Expressions 


advice /ad'vais/ 
arrange /a'rcind.V 
continue /kon'tinju:/ 
corporation /JcDipa'reifan/ 
engineer/ .cnd^'nio/ 
fruitful /Truitlol/ 
national /'naejanal/ 
order/o:d3/ 
schedule /'skcd^ul/ 
sound/ saund/ 


n. 00000000 

V. 0 0 
V. 0 0 

n.0 0 
n. 0 0 0 
a-0 0 0 0 0 
a. 0000000 
n-0 0 0 0 0 
n.0 0 0 0 0 
v.Q 0 0 



Lesson 31 Asking for Information 

□ □ □ □ 


Key sentences Q Q Q Q 

5930 Excuse me, could you tell me where the manager's office is? 

□ □□□□□□□□□□□□ 

5940 Excuse me, is this the right way to Company X? 

0000000xo00000 

5950 Pardon me, which bus goes to the Number One Department Store? 

00000000000000000 
5960 Can you tell me where to change? 

00000000 

5970 Excuse me, I wonder if you could tell me where the accounting 
department is? 

0000000000000 

5980 Excuse me, but I'm trying to find the sales manager. Do you happen to 
know where he is? 

0000000000000000000000 

5990 Could you give me directions on how to get to the station? 

0000000000 

6000 Could you please show me how to use this computer? 

000000000000000000000 

6010 It's about two blocks from here. 

000000000 

6020 Go straight ahead for five minutes and you'll see a tall building on your 

right. 

0000000000000000000000000 

6030 Go along this street and turn left at the traffic fight. 

00000000000000000 

6040 Take Bus 100 and it will take you right there. 

0 100 0 0 0 0 0 0 0 0 

6050 It's in the red building behind the tall one. 

000000000000 

6060 It's not far. You can walk it in ten minutes. 

000000000000 

6070 Walk on a short distance, turn right at the comer. The place you want 
is only a few meters ahead on your right. 

00000000000000000000000000000 

0 0 

6080 You can't miss it. 

0 0 0 0 0 0 0 

6090 This may sound like a stupid question, but I'd like to know what is 
needed if I want to work in your company. 

00000000000000000000000000000 



□ □ D □ □ 

61OD I hope you don't mind my asking, but I'd like to know how to mention 
this to the manager. 

DDDDDDDDDDDDDDDDDDDDDDDD 

611G All you need to do is do it in relaxation and display your ability. 

□ □□□□□□□□□□□□□□□□□□□□ 

612[] Be careful when you lead up to this question. 

□ □□□□□□□□□□□□□□□□□ 

Dialogue A 

A[] Excuse me, is the manager in? 

B[] No, he isn't. He's away to the advertisement section. 

A[] Do you happen to know when he'll be back? 

BQI'm not sure. It depends on when he'll have the things settled. You can wait 
here or you can come back sometime later. 

A[] I have something urgent to talk to him about. 

B[] Then you'd better go and find him. 

A[] Could you tell me where the advertisement section is. 

B[] Just go along this road until you see a three-story building. It's on the 
second floor. 

A[] Thank you very much. 

BQ You're welcome. 

Dialogue B 

A[] Excuse me, I wonder if you could help. I'm looking for the National 
Telephone Company. 

B[] Just go straight till you reach the second crossroad, then turn left and walk 
until you see a red building. The company you want is in the building just opposite 
to it. 

A[] Is it very far? 

BQ Not so far. About twenty-minute walk. 

A[] Is there any bus going there? 

BQ No bus going in that direction, I'm afraid. 

A[] Then I'll walk. Thank you very much. 

B[] No problem. 

Dialogue C 

AQ Excuse me, do you speak English ? 

BQ Yes, a little. 

AG I'm looking for a bank. 

BQ Sorry ? 

AG I'm looking for a bank. 

BQ There's a bank round the comer. I can show you where it is. 

AG Thank you very much. It's very kind of you. 



BQ That's all right. 

A[] Your English is very good. 

BQ I've learned Enghsh for about four years. Are you here on holiday ? 

A[] No, I'm working in the Sunflower Food Company. 

Dialogue D 

A[] Excuse me, sir, could you tell me how to get to the National Art Gallery ? 
B[] With pleasure. Are you walking or taking public transportation? 

A[] Is it very far ? 

BQ Not so close. 

A[] Then I'd take the bus. 

B[] That's good. First of all, you're on the wrong street. You have to walk one 
block to 12 street and catch the 12 bus going to the east. After three stops you get 
off and change to the 26 bus. Take it for another four stops. Get off and walk on 
about a hundred meters and then the gallery is on your right. 

A[] I'd better write it down, so I don't have to ask again. 

BQ You don't have to write it down. You just tell the bus driver to let you off 
at the right stop. It will be no problem. 

AQ That's a good idea. Thank you very much. I appreciate your help. 

Dialogue E 

AQ Hello, is that the railway station ? 

BQ Yes, Passenger Inquiries. Can I help you ? 

AQ I want to go to Hill Town. Which station do I go from ? 

BQ From Victoria. 

AQ And when is the next train ? 

BQ Nine twenty. There's a train every hour on the hour and every thirty-five 
minutes past the hour. 

AQ How long does the journey take ? 

BQ An hour and twenty minutes. 

AQ Thank you very much. 

BQ You're welcome . 

Dialogue F 

AQ Would you mind showing me how to work the printer ? 

BQ Not at all. You've surely got the disk drive, haven't you ? 

AQ Yes, here it is. 

BQ Let's get it .... It's all right. Now connect the printer to the power and the 
computer with the two cables. 

AQ Is this the printer interface ? 

BQ That's it. Now turn on the power. 

AQ It's on now. 

BQ Use the mouse and click the PRINT. It's working now. 

AQ Thank you very much. 



BQ No problem. 


Notes □ [] 


1[] Excuse me 

□ □ □ . 

Excuse meDDDDDDDDDDDDDDDDDDDDDD 

□ □□□□□□□□□□□□□□□□□□ pardon me. I'm 
sorry [] □□□□□□□□□□□□□□□□□□□□□□□ 

I beg your pardon. 

2D It depends on when he'll have the things settled 

□ □□□□□□□□□□□□□□□ 

depend on/upon D 

D D The country depends heavily on its tourist trade. 

□ □□□□□□□□□□□□□□□ 

We depend on you to get this done. 

□ □□□□□□□□□□□ 

They're depending on him finishing the work by Friday. 

□ □□□□□□□□□□□□□□□□□ 

3D Are you walking or taking the public transportation? 

□ □□□□□□□□□□□ 

4D After three stops you get off and change to the 26 bus. Take it for another 
four steps. 

□ □□□□□□□□□□□□□□□□□□□ 

5D You just tell the driver to let you off at the right stop. It'll be no problem. 

□ □□□□□□□□□□□□□□□□□□□□ 

6D passenger inquiries 

□ D D □ □ 

7D There's a train every hour on the hour and every thirty-five minutes past the 

hour. 

□ □□□□□□□□□□□□□□□□□□□□□□□ 

8D You've surely got the disk drive, haven't you? 

□ □□□□□□□□ 

9D It's all right. Now connect the printer to the power and the computer with 
the two cables. 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

10D Use the mouse and click the PRINT. 


Words and Expressions 


block /btok/ 
cable /'keibl/ 
connect /ko'nckt/ 


n. D □ 
n-D □ □ □ □ 
v.D D 




crossroad /'krosraud/ 
depend /di'pend/ 
inquiry /inlcwairi/ 
interface /inta'feis/ 
opposite /'apazit/ 
passenger/'paesincba/ 
printcr/'printa/ 
railway/'rcilwci/ 
stor(e)y/'stari/ 
straight /streit/ 

transportation Atraenspafteijan/ 


n. □ □ □ □ 

V.0 0 0 0 D 
n. □ □ 

*□□□□□□ 

a- □□□□□□□ 

n-D □ 

n-D D D 

n. □ □ 

n-D □ □ □ 

a./adv. □ □ □ □ □ 

n-D D □ D □ D □ 



Lesson 32 Complaints and Blame 

□ □ □ □ □ 


Key sentences 0 0 0 0 
6130 It's terrible. 

0 0 0 0 0 

614Q It's getting on my nerves. 

0 0 0 0 0 0 0 

615[] Would you please not leave so much work till tomorrow. 

□ □□□□□□□□□□□□□□□ 

6160 I've just about had enough of your unpunctuality. 

□ □□□□□□□□□□ 

6170 I'm afraid I've got a complaint to make. 

0 0 0 0 0 0 

6180 The weather's been awful lately. 

0 0 0 0 0 0 0 

6190 I'm afraid you're to blame. 

0 0 0 0 0 0 0 

6200 We're not at all satisfied with the service. 
0000000000000 

6210 You should have thought it over before you made the decision. 

000000000000000000 

6220 Really, I'm fed up with your carelessness. 

000000000000000 

623Q For God's sake, could you keep silent for a while? 

00000000000000000 

6240 I hate the job I'm doing; if s so boring. 

0000000000000000 

6250 Please knock on the door when you come in next time. 

00000000000 

6260 Would you mind not making so much noise? 

0 0 0 0 0 0 0 

6270 Oh, I do wish you hadn't done that. 

0 0 0 0 0 0 

6280 It's all your fault. You should have been more careful. 

000000000000000 

6290 I'm sorry to bring this up, but do you thing you could come a little 
earlier? 

000000000000000000 

630Q Look, I do wish you wouldn't use the office phone for personal calls. 

000000000000000 

6310 Do you think you could be more polite next time? 

000000000 

6320 The trouble with her is that she keeps forgetting the dates. 



□□□□□□□□□□a 

633D I'm sorry to have to say this, but this report can't be worse. 

□ □□□□□□□□□□□□□□□□□□□ 


Dialogue A 

A[] The weather is terrible. It's been raining for days on end. 

BQ Yes, I haven't been able to go out for the weekend. 

A[] I feel rather depressed being shut indoors all the time. I hope it'll clear up 
tomorrow. 

BQ But from tomorrow we have to go and work. I come to hate my present 
work now. It's so boring. 

AQI don't agree. I find working there very interesting. The section head is kin d 
and considerate. The others in the office are all so nice and helpful. It's really a fun 
to work with them. 

B[] I'm not so lucky as you. I'll quit this job when I can find a better one. 

Dialogue B 

A[] Jack, Do you think you could stop smoking now. You've had ten 
cigarettes since we began to work two hours ago. 

BQ Not exactly the tenth now. I've got a hard thing now. I can't concentrate 
my attention on it if I don't smoke. 

CO Jack, I'm sorry to have to say this, but this is the office and no smoking in 
the office. That's the rule. 

A[]Look at our office. It's full of smoke and everything smells cigarette. When 
I get back home my mother always says that a girl shouldn't smoke. 

CQ Yes, my husband and daughter always ask me how many cigarettes I have 
smoked in the office. You know and everyone knows that smoking is harmful. 

A[] Yes, not only harmful to yourself but also to others. If you don't consider 
yourself you should consider us girls. 

BQ OK. I'll stop smoking after I finish this pack. 

Dialogue C 

A[] Waiter ! 

BQ Yes, sir. Is there anything I can do for you ? 

AQ I think there's something wrong with the fish. 

B[] What's it, sir ? 

A[] It doesn't taste l ik e fish at all. 

BQ That's the way it should be cooked. 

A[] What about the soup and the other dishes ? They all taste like fish. 

B[] Sorry, that's how we serve them. 

A[]T11 have to make the complaint to your manager about the service. Will you 
call him here ? 

BQ Sorry, he's not in at the moment. 



Dialogue D 

A[] Look, Jane, I wish you'd stop littering the floor. It's a bad habit. 

BQ I'm sorry, Jack. I wasn't thinking. I won't do it again. 

CG It's true that Uttering is not a good habit, but it's much better than your 
smoking. 

AG I've just begun the first cigarette. 

CG Look at the floor. We can see more ashes than papers. 

BQ I'U clear it up this time. Oh, dear ! There seems to be holes in the carpet. 

CG WeU, I'm afraid Jack is to blame. What if the boss knows this? 

AG I promise I'U stop smoking. 

CG You've promised a hundred times. 

Dialogue E 

AG Aren't the secretaries great ? They're like a breath of fresh air. 

BQ Secretaries ? Those girls are the poorest excuse for secretaries I've ever 
seen. I asked one of them to bring me a coffee today, and she looked at me as if I 
was crazy. 

AG WeU, you know about the " fetch for yourself” rule. 

BQ That's got to be the siUiest rule ever made by the boss. Besides, I like 
having my coffee brought to me. 

AQI respect the president's efforts to bring the company into the 21st century. 
Keep in line with the laws of equahty. 

BQ Oh, the words sound beautiful. 

AG At any rate, I think they're a neat bunch of girls. 

BQ Neat is the last word I'd use to describe them. Have you ever seen the 
way they wipe off the tables ? They just make several big circles and the tables end 
up looking worse than when they started. 

AQWeU, next time you'U have to stop and show them the correct way to wipe. 

BQ But that's the way they behave. These kids wiU be the downfaU of the 
company. 

AG Oh, that's too much for you to say so. 

BQ It's hue. I already caught one of them breaking the mles. She used the 
office phone for personal caU. 

AG I think they're foUowing your lead. 

BQ What do you mean ? 

AG WeU, like you, they decide which mles are important to foUow. 

Dialogue F 

AG What's this meeting about? 

BQ The quality of the products or something. 

AG Why do we have so many meetings? It's so boring and too much time is 
wasted. What the boss decides always goes, anyway. 

BQ He probably just wants co nfir mation of something. 

AG ActuaUy I have some idea about the improvement in quaUty. 



BQ Why don't you speak up? 

A[]Some times I want to, but the problem is the boss never stops talking once 
he opens his mouth. I won't even get a chance to propose the idea. 

BQ Don't say so. 

AQ It's tme. He always digresses to irrelevant topics at half time. I don't 
understand what he's saying, and then he pretends all the people present have 
reached a consensus about the subject of the meeting and breaks it up. 

B[] Why don't you just jump in and say what you want to say? 

AQ I always fall asleep towards the end. 

Notes G □ 

1G It's been raining for days on end. 

DDDDDDDDDDD 

onend □ □ □ G D □ □ " D □ D "□□□□□□□ 

G G He drove for six hours on end that day. 

□ □□□□□□□□□□□□□ 

That shriek set our hair on end. 

□□□□□□□□□□□a 

2Q I can't concentrate my attention on it if I don't smoke. 

□ □□□□□□□□□□□□□DO 

G G D concentrate one's attention, efforts, thoughts on sth., G D D D 
concentrate on sth. 

G G They should concentrate more on prevention than cure. 

□ □□□□□□□□□□□□□□ 

He's so upset that he can't concentrate his thought on his work. 

□ □□□□□□□□□□□□□□□□□ 

3G I'll have to make a complaint to your manager about the service. 

□DDDDDDDDDDDDDDDD 
D D 0 D 0 make/have/file/lodge/submit a complaint to sb. about sth. G 
4G I'll clear it up this time. 

D □ □ □ D □ □ 

5G What if the boss knows this? 

DDDDDDDDDDD 
G □ G what if...G G " □ □.□ G □ " G 

G G What if we get burgled while we're on holiday? 

□ □□□□□□□□□□□□□□□ 

6Q They're like a breath of fresh air. 

□ □□□□□□□□□□□□□□□□□□□□ 

7Q Those girls are the poorest excuse for secretaries I've ever seen. 

□□□□□□□□□□□□□non 

8G “ fetch for yourself” mle 
9Q Keep in line with the laws of equality. 




0 0 0 0 0 0 

in line with [] 0 " 0 . □□□□□"□ 

0 G Pensions should be increased in line with inflation. 

000000000000000 

100 They just make several big circles and the tables end up looking worse 
than when they started. 

0000000000000000000000 
end up 0 0 0 " 0 0 0 0 0 " 0 
0 0 He ended up washing in the kitchen in the U.S. 

0000000000000000 

110 What the boss decides always goes anyway. 

000000000 

120 ■ ■ - and then he pretends all the people present have reached a consensus 
about the subject of the meeting and breaks it up. 

0000000000000000000000000000 

130 jump in 

0 0 0 0 0 


Words and Expressions 


concentrate/ 'kansantreit/ 

vO 

0 

0 

0 

0 

0 

0 

0 


confirmation/ ,kania'meijan/ 

n0 

0 

0 

0 

0 

0 




consensus/ kan'sensas/ 

n0 

0 

0 

0 

0 

0 




considerate/ kan'sidarit/ 

aO 

0 

0 

0 

0 

0 

0 

0 

0 0 

depressed / di'prest/ 

a0 

0 

0 

0 






digress/ dai'gres/ 

vO 

0 

0 

0 

0 

0 




downfall/ 'daunfa:!/ 

n0 

0 

0 







fetch/ fetj/ 

V. 

0 

0 

0 

0 

0 




irrelevant/ i'relivant/ 

aO 

0 

0 

0 

0 

0 

0 

0 

0 

litter/ 'lita/ 

vO 

0 

0 







pack/ pack/ 

n0 

0 








pretend /pri'tend/ 

vO 

0 

0 







promise/ 'pramis/ 

vO 

0 

0 

0 

0 

0 




propose / pra'paus/ 

vO 

0 

0 

0 

0 

0 




quit/ kwit/ 

vO 

0 

0 

0 

0 

0 




subject /'sAbjekt/ 

n0 

0 

0 

0 

0 

0 




topic/ 'tapik/ 

n0 

0 

0 

0 

0 

0 







Lesson 33 Persuasion 

□ 0 


Key sentences Q Q Q Q 

6340 I do think you should think it over. 

□ □□□□□□□□□□□□□ 

635 Q You'd better go and explain to her. 

□□□□□□□□□□a 

636[] Don't you think that's a better idea? 

□ □□□□□□□□□□□ 

6370 Can I persuade you to reconsider his proposal? 

□ □□□□□□□□□□□ 

6380 If I were you, I would not hesitate a second. 

000000000000 

6390 Surely the most sensible thing would be to talk to the boss dircctlyO 

□ □□□□□□□□□□□□□□ 

6400 I can assure you it won't work. 

□ □□□□□□□□ 

641G Don't forget he's the boss here. 

□ □□□□□□□□□□□ 

642G I just don't see why we shouldn't have a try. 

□ □□□□□□□□□□□□□ 

643Q Do let me have a try. 

000000000 

644G You've got to take quality into consideration. 

□ □□□□□□□ 

645Q All things considered, he's the best man to do the job 

□ □□□□□□□□□□□□□□□□□□ 

646G You really ought to let her decide. 

□ □□□□□□□□□ 

647G Come on! Give him a chance. 

□ 0000000000 

648G Don't tell her about this, for God's sake. 

□□□□□□□□□□□□□□□□ 

6490 IH go along with you. 

00000000 

6500 There's something in what you said. 

0 0 0 0 0 0 0 
6510 I take your point. 

0 0 0 0 0 

6520 That doesn't sound very possible to me. 

000000000000 
6530 I think that's out of the question. 

00000000 



654[] I doubt if it will work any case. 

□ □□□□□□□□ 


Dialogue A 

A[] Hello, Mark. How are you getting on? 

BQ Fine, thanks, and you? 

A[] Not bad. How do you see your future? 

BQ What do you mean? 

A[] Well, I mean you've been doing this job for eight years. Don't you want a 
change? 

BQ I don't know. I'm quite happy with the present job. The boss's kind, the 
people in our office are so nice to work with, and the most important thing is I've 
got a very good salary. 

A[] We need a sales manager. The position bas been vacant since last month. 
I'm sure you could do well, so I think you should apply for it. 

BQ I've never thought of that before you mention it. 

A[] If I were you, I wouldn't hesitate a second. I would go to the boss and 
mention this directly to him. 

B[] That doesn't sound very possible to me. 

Dialogue B 

A[] Lois, would you like a smoke? 

BQ Thanks, I haven't had any cigarette since 1 October. 

A[] You've quit? 

B[] Yes. Actually I never smoked so much as you do, so it wasn't difficult for 
me to give it up. 

A[] I'm really hooked on these cigarettes. I know it's a bad habit but I can't 
help it. 

B[] So long as you make up your mind to quit, it shouldn't be too difficult. 

A[] But you see, smoking means something to me. It's already become a part 
of my life. 

B[] At first, we didn't think much of it. So many girls smoked, and it became a 
fashion. We just followed. When it became our habit we found it difficult to kick 
off. 

A[] That's true. I tried several times to give it up, but failed every time. 

B[] That's not good to you. You could at least cut it down. 

AQ That sounds like a reasonable idea. 

Dialogue C 

AQ Do you really want to quit the job, David? 

BQ Sure. I can't stand this. That's not fair. 

AG Don't get so excited, David. Think it over before you submit your 
resignation to the manager. 

BQ Just look! I've work here for five years but I've never got a pay raise. Jack 



came to work here at the same time as me, but he's got two raises. 

A[] If I were you I wouldn't complain about that. The situation is different. 

B[] What's the difference? He's got MBA, but I haven't. Is that the difference? 

A[] I think that's an important difference. 

BQBut I work very hard, even harder than many other people in the company. 

AQ Then you'd better go and talk to the boss about this and see what he 
would say. You have to take a chance. 

B[] I don't think it will work. 

AQ I just don't see why you shouldn't have a try 

Dialogue D 

A[] Let's go now, Karl, or it'll be too late. 

B[] I really don't want to go I have so many things on hand. 

A[] Come on! We haven't had such a lovely day for a long time. It's high time 
to go out. If I were you, I would leave the things till tomorrow and enjoy ourselves 
first 

B[]Don't you remember that saying Never leave today's work for tomorrow? 

A[] That's your excuse. It'll be a pity if you don't come with us. 

BQ I don't think so. I don't find it interesting going out at this time. I'd rather 
stay at home. 

Dialogue E 

A[] How are the two interviews? 

BQ I'm not sure. They all told me to wait. 

A[] What did the first interviewer ask you? 

B[] He asked me about my working experience and what my present job is 
and why I want to change. 

A[] What did you say? 

BQI told h im I've been a receptionist in a travel firm and I want a better job so 
I want to go into management. 

A[] Did he ask about your qualifications? 

BD Yes. 

A[] I'm sure he'll be satisfied with your qualifications. 

B[] The second is the position of property manager. They seemed to be 
satisfied with my qualifications and general experience. They asked me if I could 
organize a team of 10. 

A[]Surely the most sensible thing would be to wait for a couple of days. If you 
don't get any reply, phone and ask them. 

BQ I guess you could be right. 

Notes G D 

1 GThc position has been vacant since last month. I'm sure you can do well, so 
I think you should apply for it. 



□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

□ □□□□□□□□ apply for sth.Q apply to sb.Q □ □ apply to sb. for 

sth.O 

0 0 I applied to two companies and was accepted by both. 

□ □□□□□□□□□□□□□□□□□□□□ 

She applied for the post of the secretary. 

□ □□□□□□□□□□ 

2Q I'm really hooked on these cigarettes. I know it's a bad habit but I can't 
help it. 

0000000000000000000000 
be hooked onQ □ D " □□□□□□□" □ 

G G I got hooked on TV when I was sick. 

□GGGGGGGGGGG 

3G When it became a habit we found it difficult to kick off, 

0000000000000 

ODD kickoffO 0 " 0 0 " 0 

40 You could at least cut it down. 

0000000000 

cut down 0 0 " 0 0 ” 0 0 reduceO 

0 0 The coal industry was cut do to half its former output. 

000000000000 
50 1 don't think it will work. 

00000000 

ODD workO 0" 0000000 ” 0 

0 0 It turned out that his plan wouldn't work at all. 
000000000000 

The medicine will only work if you take it three times every day for ten days. 
00000000000000000000 

601 told him I've been a receptionist in a travel firm and I want a better job so 
I want to go into management. 

000000000000000000000000000000 

00000000000 

gointoO 0" 0000000 ” 0 

o 0 He want to go into army while his sister wants to go into politics. 
0000000000000 

0 0 0 0 0 0 0 management 00" 000000 ” 0 
0 0 th e management of the company 

0 0 0 0 0 0 0 
labor and management 

0 0 0 0 

70 He asked me if I could organize a team of 10. 
000000000000000 
a teamO 00000000000000000 



Words and Expressions 


apply /a'plai/ 

vQ 

D 

D 






firm/6:m/ 

n D 

D 

D 






interview/’intavju:/ 

vQ 

D 

D 

D 

D 

D 



management/'mttmid^msnt/ 

nO 

D 

D 

D 

D 

D 

D 

D 

mcntion/'mcnfan/ 

vQ 

D 

D 






position /pa'zijan/ 

C 

D 

D 

D 

D 

D 



property/'propati/ 

nD 

D 

D 






qualification /kwolifi'kcifan/ 

nD 

D 

D 






raise /reiz/ 

nD 

D 

D 

D 

D 

D 

D 


reasonable/ 'riizanabl/ 

aD 

D 

D 

D 

D 

D 

D 

D D D D 

rcceptionist/ri'sepfonist/ 

nD 

D 

D 

D 





resignation/,rczig'nci[3n/ 

nD 

D 

D 






salary/ 1 saetori/ 

nD 

D 

D 






submit/ssb'mit/ 

vD 

D 

D 

D 

D 

D 



vacant/veiksnt/ 

aD 

D 

D 








Lesson 34 Hopes and Wishes 

□ 0 


Key sentences 0 0 0 0 
655G I hope I can get the job. 

□□□□□□□□□□□a 

6560 I hope to move to your department. 

□ooooooooo 

6570 I want so much to have an office of my own. 

00000000000000 

6580 I'm thinking of changing the job. 

ooooooooo 

6590 I'd like the room clean and tidy. 

0000000000 

6600 I've been looking forward to a voyage to Hawaii. 
0000000000000 

6610 I've often dreamed of running a company of my own. 

00000000000000 

6620 I'd like very much to go to Hong Kong for a visit. 

oooooooooo" 

6630 I expect that we can finish everything by Friday, so we'll have a relaxed 
weekend. 

000000000000000000000000000000 

6640 If only I had the same chance. 

000000000000 

6650 I'd rather stay at home and listen to the music. 

00000000000 

6660 I wish we only worked five hours a day and four days a week. 

0000000000000000000 

6670 I wish I were the boss. 

0000000000 

6680 If only I could speak five foreign languages. 

0000000000000 

6690 How I wish I could meet her right now. 

0000000000000 

6700 It'd nice to be away from these noisy people. 

00000000000000 

6710 I'd give anything to see the football match. 

000000000000000000 

6720 It must be wonderful to have a holiday by the sea. 

000000000000 


Dialogue A 

A0 What would you like done while you're away? 



B[]Well, I like these several letters typed, these corrections in the report made, 
and this copied. 

A[] Does anything else need doing? 

BQ Well, the office needs tidying up. The pictures have to be changed. I hope 
that everything will have a new look when I come back in the new year. But I don't 
suppose you could get all this done. 

AQ There's not much time left but I'll see if it can be done. I hope I can 
manage. 

BQ I'd be glad if you could. 

Dialogue B 

AQ How is it going? 

B[] Terrible. So many things to do in such a short time. I wish my head were a 
computer. 

AQ Well, if it makes you feel any better, you're not alone. 

BQI do wish I were alone-no offense. Having to deal with a boss like mine 

all day is so stressful. And that guy in accounting keeps making mistakes. I do hope 
he can use the calculator correctly. And everyone keeps dropping stacks of work 
on my desk. Doing this mindless work all day is going to make me crazy. 

AG Well, it's almost five. I'm thinking of getting a few people to go out for a 
drink. 

BQ I wish I could go with you. But I have to work overtime again. 

Dialogue C 

AG What's happened, Flora? 

BQ The burglary. I wish I'd checked all the windows. 

AG Is there anything missing? 

BQ Nothing valuable. But all the drawers were prized open. 

AG Don't take it so badly. There's nothing you can do about it now. 

BQ I have to report this to the manager. How I wish this hadn't happened. 

AG It's not your fault. But the boss has to pay for the repair of the desks now. 

Dialogue D 

AG I wish I knew several foreign languages, like English, Japanese, French. 

BQ Why do you want to know so many? 

AG I can read all the books in original, and I can learn the computer very 
easily. 

BQ I wish I learned German in the university. Then I could be the interpreter 
when the German visitors were here, and I could get the chance to work in the 
branch company in Germany. 

AG That's true. Foreign language and computer become more and more 
important today. 

BQ It's not too late. We can go to the evening class to learn the foreign 
languages. 



A[] I do hope I can go. But I'm learning management and marketing. 


Dialogue E 

A[] What are you going to do at the weekend? 

BQ I'm thinking of going to the seaside. It's lovely by the sea at this time of the 

year. 

AQ I'm hoping to go to Gui Lin. 

B[]Oh, that's a beautiful place. It'd be nice to be away from work for a couple 
of days. 

A[] We've all been working so hard. We deserve the holiday to relax. 

BQ How I wish we could have a month off so that we could go to more 
places. 

AQ Oh, last night I dreamed of working five hours a day, four days a week, 
and ten months a year. 

BQ If only it came true. 


Notes G □ 

1G The office needs tidying up. 

□ □□□□□□□□□□□ 

tidy up G □ " G □□□□□" □ 

G G You'd better tidy up the place before you leave. 

□ □□□□□□□□□□□□□□ 

I have to tidy myself up a bit. 

□ D □ D □ □ □ 

2G I do wish I were alone— no of fence. Having to deal with a boss lik e 
mine all day is so stressful. And that guy in accounting keeps making mistakes... 
And everyone keeps dropping stacks of work on my desk....Doing this mindless 
work all day is going to drive me crazy. 

□ □□□□□□□ -□ □□□□□□□□□□□□□□□□□□ 

□ □□□□□□□□□□□□□□ . □ □□□□□□□□□□□□□ 

D□D.D DDDDDDDDDDDDDDDDDDD 

3G Nothing valuable. But all the drawers were prized open. 

□ □□□□□□□□□□□□□□□□□□□ 

4G But I'm learning the management and marketing. 

□ □□□□□□□□□□□□□□□ 

5Q Last night I dreamed of working five hours a day, four days a week, and 
ten months a year. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
□ D D 

6Q If only it came true. 

□ □□□□□□□ 

come true G □ " G G □ G □ G □ G □ G □ " □ 





Words and Expressions 


burglary/ba :glari/ 

n D 

D D D D D 



calculator/'kaelkjuleita/ 

nO 

D D D 



chcck/t[ek/ 

vO 

D D 



correct i on/k3' rck fa n/ 

nO 

D D 



drawer /dra:/ 

n D 

D D 



French /frentf/ 

nD 

/aD D D D D 

D 

D 

German/'d33 :man/ 

nO 

/aD D D D D 

D 

D 

guy/gai/ 

nO 

D D 



interpreter/in'ta :prita/ 

nO 

D D 



J apanese/,d33ep9'ni:z/ 

nO 

/aD D D D D 

D 

D 

mindless/' maindlis/ 

aD 

D D D D D D 

1 D 

1 D 

original /a'rid3inl/ 

nO 

D D 



overtime/' auvataim/ 

aD 

/advD D D D 

D 

D 

stack /stmk/ 

nD 

D D D D 



stressful/'strcsfal/ 

aD 

D D D D D 



valuable/ 1 vceljuabl/ 

aD 

D D D D 





Lesson 35 Worry, Concern and Sympathy 

□ □□□□□□□ 


Key sentences 0 Q Q Q 

6730 I'm extremely sorry to hear that. 

□ □□□□□□□□ 

6740 I'm sorry to hear that your proposal has been rejected. 

□ □□□□□□□□□□□□DO 

6750 I'm most upset to hear that you didn't get the job you wanted. 

□ □□□□□□□□□□□□□□ 

6760 I'm quite distressed about that. 

□ □□□□□□□□ 

677[] I'm really concerned. 

0 0 0 0 0 0 

67 8G I feel extremely worried about him. 

□ □□□□□□□ 

679Q We're deeply sorry to hear of the burglary. 

□ □□□□□□□□□□□ 

680G It's such a shame that your project was canceled. 

DGDDGDDDDDDD 

681G I don't know what to say about your situation. 

aaaaaaaGaaaaaaa 

682G I can't tell you how upset I am. 

0 0 0 0 0 0 

6830 Please accept our sympathy. 

00000000 

6840 I have all sympathy for her. 

00000000 

6850 There's no need to get so upset. Everyone is likely to have that. 

00000000000000000 

6860 Try to look on the bright side. 

00000000 

6870 It could have been a lot worse. 

0000000000 
6880 It's not the end of the world. 

000000000 

6870 Is there anything I can do to help? 

000000000 

6880 Thank you for your concern. 

0 0 0 0 0 0 0 

6890 Thanks. I was so disappointed at first, but now I feel much better. 

00000000000000000000 


Dialogue A 



AQ Have you heard about Mara? 

B[] No. What's that? 

AQ They gave her the sack. 

BQ Really? That's terrible. Why? 

AG They didn't tell her, just sent her a note. 

BQ That's unfair! After about twenty years! 

AG Yeah. I just can't understand it. She's been working here since the factory 
was set up. 

BQ How could they do this? Do you know the reason? 

AGThey didn't give the real reason. They just mentioned the" economic cut”. 
It's very difficult to find another job at her age. 

BQ She must be very miserable. 

Dialogue B 

AG I'm very srrry to hear about you accident. What a way to end your 
holiday! 

BQ Yes, it was a very bad luck. I should have been more careful. 

AG I know how it feels, but it wasn't your fault. 

BQ I feel so helpless lying here and so miserable, you know. 

AG Oh, come on! Cheer up! I'm sure you'll be out of here in no time. 

BQ I'm not sure. They say it'll be a long job. I can't see myself working in the 
office with you fellows for a couple of months. It's so upsetting! 

AG Take it easy. These things might happen to anyone. Actually, it might have 
been worse. So try to look on the bright side. It's so busy in the office. Just have 
yourself relaxed here. Work harder when you are back in the office. 

Dialogue C 

AG Do you still remember that day when we talked about the boss? 

BQ Yes. What's happened? 

AG It seems he's got to know that. He mentioned" backbiting" . I feel very 
worried. 

BGThere's no need to get so upset. We were not speaking ill of him behind his 
back. What we said is the bad situation in the company. 

AG Do you think the boss is narrow-minded? 

BQ I don't think he's that kin d of person. Actually an open-minded person 
would like to hear that. If he thinks about what we've said and do something about 
the production, the situation of our company will surely change for the better. 

AG I just hope he won't mind us saying all that. 

BQ Well, don't worry. I don't suppose it will be so bad. If he's really annoyed, 
I would go and say that again in front of him. 

AG Then he'll give us the sack. 

BQ If he will, I like that. I don't want to work in this kind of place if things are 
not improved. 



Dialogue D 

AQ Hey, Jack, Company X has come out with the same product. How can 
that be? 

BQ There must be an information leak out in our company. 

A[] That's too bad. I understand how the boss feels. Our company will lose 
much this time. 

B[] It's very hard to predict now. But I don't think it should be as bad as that. 
A[] How can Company X get the information? They stole from us or our men 
leaked that out deliberately? 

BQ The investigation is under way. 

A[] But the boss doesn't seem very upset. 

B[]Yeah, he said we have invented an improved item. It's better than that one. 
A[] But we have to find out about this leak-out, or the same thing will happen. 
BQ Don't worry. The boss has his idea. 

Dialogue E 

A[] Hello, Loma. How's your day? 

B[] Fine. How about you? 

AQ No so bad. By the way, have heard that Jane's husband's death? 

BQ Yes. I was so sorry to hear about that. Poor Jane. 

AQ It's really awful for her. He was a very nice man and they loved each other 
so much. 

BQ That's really a heavy blow to Jane. He left two children. Did you go and 
see her? 

AQ Yes. I can't tell you how sad she is. 

BQ I understand how she feels. I really sympathize with her. 

AQ You'd better go and console her. 

BQ Sure, I'll go right now. 

Notes Q Q 

IQ They gave her the sack. 

□ □□□□□□□ 

give sb. the sack Q Q " Q Q ” Q get the sack Q Q " Q Q Q " Q 
2Q They just mentioned the " economic cut” . 

3Q Oh, come on! cheer up! It could have been a lot worse. I'm sure you'll be 
out of here in no time. 

□□□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

4Q We were not speaking ill of him behind his back. 

□ □□□□□□□□□ speak ill of sb. behind one's back Q Q backbiteQ 
5Q Company X has come out with the same product. 

XQ□□□□□□□□□ 

6Q There must be an information leak out in our company. 



□□□□□□□□□□□□□□□ 

7[] He said we've invented an improved item. 

□ □□□□□□□□□□□□□ 

8Q That's really a heavy blow to Jane. He left two children. 

□ □□□□□□□□□□□□□□□□□□ 

blown 

□ [] The withdrawal of the government funding dealt a serious blow to their 
project. 

DDDDDDDDDDDDDDDDDD 


Words and Expressions 


annoy/3'noi/ 

vO □□□□□□□ 

backbite/'baekbait/ 

vQ □ □ □ □ □ 

console/'konssu/ 

vD □ □ 

dehberately /di'libsritli/ 

advQ UUU 

econormc/ik'nDmik/ 

aD □ □ □ 

information /info'mejsn/ 

nQ □ □ □ □ □ 

item/aitsm/ 

nQ □ □ 

leak /h:k/ 

d /vO □ □ 

m i scrablc/'m i/3 r3bl/ 

aD □□□□□□□ 

narrow - m i ndcd/,nair3 u'mai nd/ 

aD □ □ D □ □ 

open- m indcd/,3 up3n'mai nd/ 

aD D □ □ 

sack /saek/ 

nD D □ [□ ]□ □ 

sympathize/’simpsGaiz/ 

VD □ □ 

unfair/An'fe3/ 

aD D □ D □ 



Lesson 36 Disappointment and Regret 

□ □ □ □ □ 


Key sentences 0 0 0 0 
6900 I'm extremely disappointed. 

0 0 0 0 0 0 

69IQ It's not as good as I expected. 

□ □□□□□□□□ 

692[] What a disappointment. 

0 0 0 0 0 0 

693G The product wasn't up too much. 

nnnGanaan 

694G I'd expected the movie to be much. 

Gaaaaanaaaaa 

695G I'm fed up with my work. 

aaaanGaaaGaan 

696G He found his pay unsatisfactory. 

GGGGGGGGGGG 

697G The result was a great disappointment to her. 

GGGGGGGGGGG 

698G What a pity I didn't go to the movie. 

aaaaaaGGGaaa 

699Q I wish I had never said that. 

Gaaaaanaaa 

700Q I regretted not mentioning this to the manager. 

aaaaaaaaaaaa 

701G I simply can't think why I accepted this job. 

□QGQGQGGGQGGGQGQGQ 

702G I'm sorry for speaking so rudely to her. 

GGGGGGGGGGGGG 

703G If only I'd stayed at home last night. Then I could have answered her 
phone. 

□GGGGGGGGGGGGGGGGGGGGGGGGG 

704G Nobody regrets more than I do. 

GGGGGGGGG 

705G I shouldn't have talked about this with the boss. 

00000000000 

7060 The show could have been better. 

00000000000 

7070 Oh dear! Bad news I'm afraid. 

0000000000 

7080 It can't be any worse. 

000000000 

7090 It's a pity. I was really looking forward to that. 



□□□□□□□□□□□□□□□ 

710n I know it's a great pity, but that's life. 

□ □□□□□□□□□□□□□□ 

Dialogue A 

AQ I'm so disappointed! 

BQ What's up? 

AG I was supposed to go out to eat with my girl friend, but the boss happened 
to phone me five minutes ago, and told me to go to his office. He said that he's got 
something urgent and needs me badly. 

BGThat's a pity. It must be the boring work again. What would your girl friend 

say? 

AG I don't know how to tell her. Last week I promised her whatever 
happened I'd go with her. 

BQ Well, that's life. 

Dialogue B 

AG I won't be able to come, I'm afraid. 

BQ Are you sure you can't make it? 

AG I can't. I'm very sorry for that. 

BQ So we are. 

AG I hope it won't min your plan. 

BQ No. we'll manage, I suppose. 

AG There's nothing I can do. 

BQ I understand. It can't be helped. 

Dialogue C 

AG The selling of our product is rather disappointing. 

BQ Yes. I didn't expect it to sell so poorly. 

AG I think it's silly to draw in customers with prizes and gifts. That's not the 
right way to develop the market. Would you like to buy this product if you were 
the customer? 

BQ No, frankly speaking, I can't bring myself to use it. 

AG That's it. We know the saying " A product sells itself” . 

BQ What's your suggestion then? 

AGThe selling point should be the actual worth of the product. First we should 
do more to inform customers how good the product is. 

BQ That means we have to start all over again and figure out just how we're 
going to market this product. 

AG Yes, exactly. 

Dialogue D 

AG It's a pity you are not given the job you wanted. 

BQ Yes, I was very disappointed. 



AQ Can you honestly say you've tried everything? 

BQ I think so. It seems that you can't get a job without experience. 

A[] But you can't get experience without a job. 

BQ I wish I had got some jobs during my college study. 

A[] There're job opportunity schemes now, aren't there? Set up by the 
government. In theory you can get the necessary experience. 

B[] I know what you're going to say. But in practice, you just work for less 
money and do all the dirty jobs, the messy work that no one else wants to do. In 
effect, it's just putting things off for a year. At the end of it the situation is still the 
same. 

Dialogue E 

A[] How do you like your new working place, Norbert? 

BQ It can't be more disappointing? the surrounding of that place is terrible. It's 
too dirty, and you can't get a breath of fresh air. 

AQ That's a shame. What about the inside? It should be better I hope. 

B[] I don't think much of it, I can tell you. I'm rather disappointed. It's terribly 
small, and not very well furnished. There's only one small window and no view. 
Even that kind of room I have to share with other two people. You don't know 
how depressed I was when I first saw it. 

AQ Don't always look on the dark side. There must be something worthwhile 
to make up for all this. 

BQ To tell the truth, the people there are very nice and the pay is not bad. 

Notes Q n 

1[] I hope it won't min your plan. 

□ □□□□□□□□□□□□ 

0 0 0 0 min one's hope, min one's chance of doing sth.Q min the crops 

□ □ 

20 I think it's silly to draw in customers with prizes and gifts. 

□ □□□□□□□□□□□□□□□□□ 

3D No, frankly speaking, I can't bring myself to use it. 

000000000000000000000 

4Q A product sells itself. 

□ □□□□□□□□□□□ 

50 The selling point should be the actual worth of the product. First we should 
do more to inform customers how good the product is. 

ooooooooooooooooooooooooooooo 

0 0 0 0 

60 That means we have to start all over again and figure out just how we're 
going to market this product. 

000000000000000000000000 

figure out 0 0 " 0 0 0 0 0 0 " 0 marketO 0 0 0 0 " 0 0 " 0 



0 0 Can you figure out how they escaped from the room? 

□ □□□□□□□□□□□□□□□□□ 

He success of any beauty product depends on the way it is marketed[] 

00000000000000000000 

7Q There're job opportunity schemes now, aren't there? Set up by the 
government. 

□ □□□□□□□□□□□□□□□□□ 

job opportunity schemes □□□□□□□□□□□□□□□□□□ 

8Q .. .but in practice, you just work for less money and do all the dirty jobs, 
the messy work no one else will do, it's just putting things off for a year. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

90 Don't always look on the dark side. There must be something worthwhile 
to make up for all this. 

□□□□□□□□□□□□□□□□□□□□□□no 

make up for 0 0 □ " □□□□□" □ 

0 0 That one weekend made up for all the disappointments I'd had. 

oooooooooooooooo 

Words and Expressions 


actual/'atktfuol/ 

a0 

□ 

0 

0 




disappoint/'dis 3'pDint/ 

vQ 

0 

0 

0 




draw /dro7 

VO 

0 

0 

0 

0 



ligurc/ligo/ 

VO 

0 

0 

0 

0 

0 


furnish/'l3:ni[/ 

VO 

□ 

0 

0 

□ 

□ 


honcstly/'onistli/ 

advO 

□ 

□ 

□ 



mcssy/'mcsi/ 

a0 

0 

□ 

0 

□ 

0 □ 

0 

opportunity/,3p3'tju:niti/ 

n0 

0 

0 





ruin/'m:in/ 

vQ 

0 

0 

0 

0 

0 


scheme /ski:m/ 

n0 

0 

□ 

0 

0 

0 0 

0 

suppose/sa'pauz/ 

vO 

□ 

0 

0 

□ 

0 


worthwhile/, w3:0'wail/ 

a0 

0 

□ 

0 






Lesson 37 Plans and Intentions 

0 0 0 0 0 


Key sentences 0 0 0 0 

711[] I plan to run a business of my own in five years. 

□ □□□□□□□□□□□□□□ 

7120 I intend to spend the weekend with my parents. 

□ □□□□□□□□□□□□□□ 

713D Im going to visit my aunt in Paris next month. 

□ □□□□□□□□□□□□□ 

714[] I mean to tell him of the bad news after the examination. 

□ □□□□□□□□□□□□□□□□ 

715[] I've made up my mind to pass the driving test this time. 

00000000000000 

716[] We have no intention of firing him. 

□ □□□□□□□□ 

7170 He didn't mean to be so mde to her. 

□ □□□□□□□□□□□□□ 

7180 He's going to buy her daughter a present. 

DDDDDDDDD00D 

7190 If I get a pay raise this month I'll invite all of you out to dinner. 

□ □□□□□□□□□□□□□□□□□□□□ 

7200 My plan is to buy a car by the end of the year. 

000000000000 

7210 My idea is to have a party to celebrate the occasion. 
00000000000000 

7220 I'm considering accepting that job and working there for several years. 

0000000000000000000 
7230 I don't think I'll quit the job so soon. 

0000000000 

7240 I'm not going to attend the meeting if I can help it. 

000000000000000 

7250 I don't suppose I'll tolerate this kind of boss any longer. 

0000000000000000 

7260 As long as I get the money I'm determined to buy that house. 

000000000000000 

7270 I feel rather inclined not to accept his invitation. 

0000000000 

7280 What are you planning to do if your application is turned down? 

00000000000000000 

7290 What do you intend to do when you get the bonus? 

0000000000000 

7300 I like to know what you're going to do when you become the section 

chief. 



□□□□□□□□□□□□□□□□□□□□ 


Dialogue A 

A[] Where do you see yourself in five years, Max? 

BQ To tell you the truth, I hope to see myself running this company. 

AQ How do you plan to move up the ladder so fast? 

BQ You've heard of people who've moved up through the company ranks and 
eventually owning the company because of their quality work and determination. 
I'm one of them. 

AQ You get hired. You begin as the night delivery man tomorrow in my 
company. 

Dialogue B 

AG Are we going to meet the deadline, Ned? 

BG well, we have only three days left. We must make sure the work is finished 
by then. 

AG I'll try my best. What are your plans after that? 

BQ I haven't made up mind yet. 

AG Aren't you going back to Hong Kong? 

BQ Yes. But not until the end of the month. I've planned to go to Beijing for a 
short visit. I'm going to see the Great Wall and the Imperial Palace. I like these 
ancient Chinese buildings. 

AG Are you going to stay in Hong Kong? 

BQ No, only a couple of months to help my brother there, and then I'll 
certainly be going back to New York. 

AG To work in your father's company? 

BQ I will if my father insists. 

Dialogue C 

AG Very decent job you've got, Ben. How much holiday do they give you in a 
year? 

BQ Six weeks. 

AG How do you usually spend your holiday? 

BQ we five in the county or go abroad. 

AG Do you have any plan this year? 

BQ I intend to go to Hawaii and stay there for three weeks and then fly to 
Paris. 

AG But you've been to Paris. That's last year if I'm not wrong. 

BQ Yes, but I want to buy presents for my sister. She is going to get married 
this year. 

Dialogue D 

AG It's payday! 

BQ I've got nothing to be excited about. Working so hard for so little—it just 



isn't worth it. 

AQ Yes. After the taxes and insurance, there's not much left to take home. I 
don't know how much bonus can we expect. What are you going to do with the 
bonus? 

BQ I'm going to buy a present for my wife, It'll be her birthday soon. What 
about you? 

AQI plan to save some but I don't like to have money just sitting in the bank. I 
intend to invest in stocks. 

BQ Although I earn the pay, I can't decide how to use it. It's my wife who 
holds the purse strings. 

Dialogue E 

A[] Are you taking a holiday this month? 

BQ Yes, especially having worked so hard for such a long time. 

A[] Do you intend to have the six weeks one time? 

BQNo, I'm hoping to take three weeks this month and then have another three 
weeks later on in October. 

AQ That's a good idea. Are you going away for the holiday? 

BQ I don't think Ill go away this month. Next time if I have save enough 
money, I'll be definitely going abroad. 

AG That sounds exciting. 

BQ How about you? Do you think you'll go abroad this year? 

AG Yes. I and my wife have made up our mind to go to China this time. 

BQ That's the right place for you to go. I was there last year. A very nice 
country and so many beautiful places to see, such as Beijing, Guilin and Xi'an. 

Notes G □ 

1G Where do you see yourself in five years? 

□ □□□□□□□□□□□□□□ 

2G How do you plan to move up the ladder so fast? 

□ □□□□□□□□□□ 

move up G Q " G □ □ □ □ ” □ ladder QGGGGGQQGGQ 

G GEveryone here's very ambitious— they all want to move up as quickly as 
possible. 

□ □□□□□□□□□□□□□□□□□□ 

They are just the clerical workers on the bottom mng of ladder. 

□ □□□□□□□□□□□□□□□□□□ 

3G You've heard of the people who have moved up through the company 
ranks and eventually owning the company because of their quality work and 
determination. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
□ □□□□□□□□□□□□□□□□□□□□ 

5Q I've got nothing to get excited about. Working so hard for so little-it just 



isn't worth it. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

6Q After the taxes and insurance, there's not much left to take home. I don't 
know how much bonus we can expect. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

D D D D D 

7Q I plan to save some, but I don't like to have money sitting in the bank. I 
intend to invest in stocks. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

8Q It's my wife who holds the purse strings. 

□ □□□□□□□□□ 

9U D° y ou intend to have the six weeks one time? 

□ □□□□□□□□□□□□ 

Words and Expressions 


bonus/'baunas/ 

nO 

D 

D 




deadline/'dedlain/ 

n D 

D 

D 

D 

D 


delivery /di'liv9ii/ 

nO 

D 

D 

D 

D 

D 

determination /ditaimi'neifan/ 

nQ 

D 

D 




insist/in'sist/ 

vD 

D 

D 




insurance /in'juarans/ 

nO 

D 

D 




invest/in'vest/ 

vD 

D 

D 




ladder/'laeds/ 

nD 

D 

D 




own /3un/ 

vD 

D 

D 




payday/'peidei/ 

nD 

D 

D 

D 



purse/p3:s/ 

nD 

D 

D 




rank /raeqk/ 

nD 

D 

D 

D 

D 

D 

string/strir]/ 

vD 

D 

D 




tax /taeks/ 

nD 

D 





the Imperial Palace 

D D 







Lesson 38 Certainty and Doubt 

0 0 0 0 0 


Key sentences 0 Q Q Q 

731G It's certain that he won't come. 

□ □□□□□□□ 

732[] I'm definitely sure about his departure. 

□ □□□□□□□□ 

733[] There's no doubt that he used the computer yesterday. 

□ □□□□□□□□□□□□ 

734Q I'm positive that she will accept the invitation. 

□ □□□□□□□□□ 

7350 Surely they will keep their promise and return the money 

000000000000000 

7360 She will be an hour late. That's for sure. 

□ □□□□□□□□□□□□ 

7370 He's sure to pass the driving test this time. 

00000000000000 

7380 The product's bound to cause a great sensation. 

00000000000000 

7390 I bet the boss will fire him if he does that. 

0000000000000000000000 

7400 I wouldn't be surprised if he had a traffic accident. 

0000000000000000 

7410 I don't know for certain. He might get offended. 

0000000000000 

7420 I'm not at all sure whether he will lend us his car. 

0000000000000000000 

7430 I have my reservation about his generosity. 

0000000000000 

7440 It's unlikely the he would get the position so quickly and easily. 

00000000000000000000 

7450 It's doubtful that he has become the manger of that firm 

00000000000000000000 

7460 I don't believe he's still at the office. It's so late now. 

00000000000000000000 
7470 Are you quite sure the department head is in the general manager's 
office? 

000000000000000000 

7480 Do you think his proposal will be turned down? 

00000000000000 

7490 Can you be absolutely certain that he was there last week? 
0000000000000000 

7500 You said you saw him yesterday. You couldn't have been mistaken, 



could you? 

□ □□□□□□□□□□□□□□□ 

75 IQ Surely you're not going to cancel the meeting? 

QQGQQQGQQQQQ 

Dialogue A 

AQ Have you been abroad at all, Ben? 

B[]Yes, several times. I went to the United States with the boss two years ago, 
to France with Miss Smith last year, and to Japan and South Korea last month. All 
are on business. 

A[] I always doubt about the safety of the planes. It's rather dangerous. So 
many air crashes in a year. 

B[] I don't think it's more dangerous than any other means of transportation. 
The ratio of plane crash is the lowest, actually. 

A[] Usually no one can survive the air crash, but there's still a chance in the 
train crash, or car accident. 

BQ It's hard to tell, perhaps. 

Dialogue B 

A[] I wouldn't be surprised if Jane is late again today. What's wrong with her 
recently? 

B[] Did she know the time to meet here? 

A[] No doubt about that. I heard Joan telling her to get here at 8 o'clock. 

BQ She's 30 minutes late now. 

A[] Last week she said her mother was ill. Yesterday she said she missed the 
bus. I don't know what is her excuse this time. 

B[] We'd better wait for a few more minutes. I believe she is held up by the 
traffic. 

A[] I doubt it. she doesn't want to come, she can just say that, then we won't 
be waiting here for such a long time. 

BQ Oh, look. She's coming running. 

Dialogue C 

AG It's always so complex to have a new product tested. 

BG It also takes such a long time. Do you think it will pass the test this time? 

AG There'll be no doubt about it. It's a perfect product. 

BQ I think something is wrong. The test shouldn't take such a long time. 

AG Don't worry. It won't be a problem. 

BQ You're so sure, are you? 

AG Look. They're coming out. 

BQ They look so solemn. It's unlikely that it has passed the test. 

AG Look at our manager. From his smile and the way he walks, you can be 
sure that everything is OK. 

BQ I wouldn't like to say for certain. He's always like that whatever happens. 



AQ I bet it will. 


Dialogue D 

AQ Hi, I come to pick up my package. Here's my package slip. 

BQ (Searches for the package.) I'm sorry, there seems to be no package for 
you here. 

AG I don't think so. It must be here. I received this package slip this morning. 
The name of your post office is on it. 

BQ I've looked, you see. 

AG That package in the comer seems to be mine. I can remember the shape. 
BQ It's doubtful. It's been there for several days. 

AG I'm absolutely sure it's mine. It's my name on it. 

BQ It's really yours. I'm sorry. 

Dialogue E 

AG Look! A jazz concert. I wonder if Maggie would like to go. 

BQ I doubt it. 

AG Why not? 

BQ First you're not the boss. She'll surely go if the boss invites her. Second, 
you don't know whether she really likes jazz. 

AG I suppose she might like it. Most girls do, then why doesn't she? 

BQ I wouldn't be surprised if she refuses. 

AG How can you be so sure? 

BQ I invited her two weeks ago. She said she didn't like the loud jazz But I 
saw her with the boss last week in the jazz concert. 

AG Really? Do you mean she'll refuse me? 

BQ It's quite likely. 

AG But I still like to take my chance. 

Notes G 0 

1G I don't think it's more dangerous than any other means of transportation. 
The ratio of plane crash is the lowest, actually. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 
D D D D D plane crash G G air crashG G D D D D shipwreckG 
2Q Usually no one can survive the air erash, but there's still a chance h the 
train crash or car accident. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

G G survive G Q G 0 

Only 12 of the 230 passengers survived. 

230 Gaaaa 12 a □ □ □ □ 

It's a wonder that she survived the shipwreck. 

□ □□□□□□□□□□□□□□□□□ 

3Q I don't know what is her excuse this time. 



□□□□□□□□□□□□□□ 

4Q She's coming mnning. 

0 0 0 0 0 0 

5U They look so solemn. It's unhkely that it has passed the test. 

□ □□□□□□□□□□□□□□□□□ 

60 From his smile and the way he walks, you can be sure that everything is 

OK. 

□ □□□□□□□□□□□□□□□□□□□□□□ 

70 I come to pick up my package. Here's my package slip. 

00000000000000 
0 0 0 0 pick up 0 0 0 collectO 
0 0 She just dropped by to pick up her mail. 

0000000000 

He will pick the manager up in the car at 10: 00. 

000000000000 

80 But I still like to take my chance. 

0000000000 ' 

Words and Expressions 


bet/bet/ 

vQ 

0 

0 

0 

0 

0 

crash /kraej/ 

nQ 

0 

0 

0 

0 

0 

complcx/'komplcks/ 

aQ 

0 

0 

0 



concert/'konsat/ 

nQ 

0 

0 

0 



jazz/d33ez/ 

nQ 

0 

0 

0 

0 


package/'paekid3/ 

nQ 

0 

0 




pick/pik/ 

vQ 

0 

0 




ratio/'reifiau/ 

nQ 

0 

0 




refuse/ri'fju:z/ 

vQ 

0 

0 




safety/ 1 seifti/ 

nQ 

0 

0 




search/sa'tf/ 

vQ 

0 

0 




slip/slip/ 

nQ 

0 

0 

0 

0 

0 

solemn/'salam/ 

aQ 

0 

0 




South Korea 

0 0 





survive/sa'vaiv/ 

vQ 

0 

0 

0 

0 

0 



Lesson 39 Satisfaction and Dissatisfaction 

000000 


Key sentences GOOD 
752Q That's a very good design. 

□ □□□□□□ 

7530 I think it's excellent. 

0 0 0 0 0 0 0 

7540 I'm very satisfied with your work. 

□ □□□□□□□□□□ 

7550 It's quite satisfactory. 

0 0 0 0 0 0 

7560 That's exactly what I want. 

000000000 

7570 I can't expect any better one than this. 

0000000000000 

7580 Imust say the advertisement is terrific. 

0000000000 

7590 I've never thought you could do it so well. 

0000000000000 

7600 As far as I'm concerned, the show is quite enjoyable. 

00000000000000 

7610 She is the best secretary we've ever had. No one can match her. 

00000000000000000000 

762Q This cooperation is \ciy constructive. Both our companies will benefit 
from it. 

00000000000000000000000 

7630 To be honest with you, the result is not at all satisfying. 

0000000000000000 

7640 I'm rather dissatisfied with the style of the new product. 

00000000000000 

7650 To tell you the truth, we're not pleased with the way the boss carries 
himself. 

00000000000000000 

7660 It was absolutely ridiculous for her to accept that job for such a little 

pay. 

00000000000000000 

7670 What a letdown! That's not as good as I thought. 

0000000000000000 

7680 This is not what I need, I'm afraid. 

00000000000 

7690 Honestly, I'm not satisfied with her performance in the office. 

0000000000000000000 

7700 Could you be more polite to our clients next time? We don't want to 



lose business. 

□ □□□□□□□□□□□□□□□□□□□□□□ 

77IQ The boss' speech was boring. We didn't know what he was leading up 
to. 

□ □□□□□□□□□□□□□□□□□□□□□ 

Dialogue A 

A[] Have you read my report about the new product development, Mr. 
Beecher? 

BQ Yes, I read it yesterday. 

A[] Is that what you hoped? 

BQ Yes, it's excellent. 

A[] I hope I've mentioned the major problems, the possible solutions and our 
strategies for the next year. 

B[] I think so. You seem to have covered all the major points. I've talked to 
Mr. Cavell about your suggestions. He's very satisfied. We've decided to have 
another meeting and you get ready to expound your ideas. 

AQ That's nice. I'll try my best. 

Dialogue B 

A[] I'm really displeased with our section head. 

BQ Why do say that? 

A[] His way of ordering us about. 

BQ But remember he's the head here. We have to obey him. 

AQ I know he's the man to command here, but he always thinks he's the head 
and likes to give lectures. He's never put h im self in the shoes of others. I don't l ik e 
that. 

BQ One day when you become the head you might be worse. 

AQ I don't think so. I'd be polite and considerate. I wouldn't be so bossy. 

BQ Well, to tell the truth, you'll be a good boss if you mn a business. 

Dialogue C 

AQ Here's the model of our latest design for the product, Mr. Max. What do 
you think of it? 

B[] Terrific! I'm satisfied with the shape and color. You've done an excellent 
work. 

CQ Here's the brand mark for this product, Mr. Max. Do you think it's all 
right? 

BQ Well, I'm not too happy about it. 

C[] What's wrong with it? 

BQ Well, I'm afraid it's not at all what I wanted. It's not attractive. You haven't 
followed my instructions. It'll have to be done again. Don't you think? 

CQ Oh, I thought it was the best brand mark I had designed 

BQ I must say it's a good design, but it's not suitable for this kind of product. 



Dialogue D 

AQ I'd like to return this recorder, please. 

BQ What is the problem with it? 

A[] I'm not satisfied with the quality. It sometimes doesn't record clearly. 

B[] When did you buy it? 

A[] Last month. 

BQ Would you like to, change it for another one? 

AQ No. I'd just like a refund, please. 

BGI'm sorry, but we don't give refunds in this case. You can only change it for 
another. 

AG I think all the customers can get the refunds if they 'e not satisfied with the 
goods sold in the shops. 

BG But not in this shop. 

AG Oh, this is what I've never expected. 

Dialogue E 

AG How many years have you worked since you graduated from the college, 
Mr. Jackson? 

BG About 8 years. 

AG Why do you like to be the property manager? 

BQ First, I think I know something about this field and secondly I'm very 
interested in the job. 

AG Would you be willing to travel a lot on business? 

BQ Certainly, I like travelling and I'd welcome the opportunity. 

AG You've got the sort of qualifications and general experience we're looking 
for. We're satisfied with all that. But it's rather a challenging job. Do you think you 
could organize a team of 15? 

BQ I feel confident about that. 

AG You understand that the hours would often be very long. 

BQ I'm prepared for that. 

AG You can get the pay as you proposed in the first year, we'll give you a 
raise according to your work. 

BQ I'm rather satisfied with the pay in the first year. 

Notes G 0 

1G I hope I've mentioned the major problems, the possible solutions and our 
strategies for the next year. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□ 

2Q You seem to have covered all the major points. 

□ □□□□□□□□□□□□□ 

□ G □ □ coverG □ □ " □ G □ □ □ " □ 

G G The course covers all aspects of business and law. 



□□□□□□□□□□□□□□□□□□ 

3D His way of ordering us about. 

□ □□□□□□□□□ 

4Q I know he's the man to command here, but he always thinks he's the head 
and likes to give a lecture. He's never put himself in the shoes of others. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 

DDDDDDDDDDDD 

give a lecture □ DD"DDDD"D 

D D Th e boss gave him a long lecture on about the dangers of drink in driving. 

□□□□□□□□□□□□□□oooooo 

50 I won't be so bossy. 

□ □□□□□□□ 

60 Here's the model of our latest design for the product. 

00000000000000 * 

70 I thought it was the best brand mark I had designed. 

000000000000000000000 

80 You've got the sort of qualifications and general experience we're looking 

forQ 

00000000000000000 

90 But it's rather s challenging job. 

00000000000000 
challenging 0 00 " 00000 ” 0 
0 0 Marketing is a challenging and rewarding job. 
000000000000000000 

Words and Expressions 


attractive/a'traektiv/ 

aQ 

0 

0 

0 

0 




bossy/'basi/ 

aQ 

0 

0 

0 

0 

0 

0 

0 

brand mark 

0 0 







command/ka'ma :nd/ 

vQ 

0 

0 

0 

0 

0 



cover/'kAva/ 

vQ 

0 

0 

0 

0 

0 



displeased /dis'pli:zd/ 

aQ 

0 

0 

0 





expound /ik'spaund/ 

vQ 

0 

0 

0 

0 

0 



lccturc/'lcktja/ 

n0 

0 

0 






major/'mcid^a/ 

aQ 

0 

0 

0 





model/'rrDdl/ 

nQ 

0 

0 






recorder /ri'koxla/ 

nQ 

0 

0 

0 





solution /saiu:fan/ 

nQ 

0 

0 

0 

0 

0 

0 

0 

suitable/'su:t9bl/ 

aQ 

0 

0 

0 







Lesson 40 Warnings and Commands 

0 0 0 0 0 


Key sentences 0 Q Q Q 

772[] Be careful not to drive too fast. 

□ □□□□□□□ 

7730 Mind the traffic. There's the red light. 

□ □□□□□□□□□ 

7740 Take care not to touch the exhibits. 

□ □□□□□□□□ 

7750 Watch out! The car's coming. 

0 □ □ □ 0 □ 0 

7760 You will surely get fired if you don't work hard. 

00000000000000000 

7770 You'll find yourself in prison if you don't mend your way. 

000000000000000000 

7780 Listen! If you keep on behaving like that you'll surely feel sorry. 

00000000000000000000 

7790 Make sure you have all the windows and doors locked when you leave. 

0000000000000 
7800 Look out! You'll get burnt. 

0000000000 

7810 I must warn you. It's a great risk to develop that kind of product now. 
You'll lose everything. 

00000000000000000000000 

7820 I warned you no to walk alone home. 

000000000000000 
7830 Don't smoke in the office. 

00000000 

7840 Tell her never to put today's work till tomorrow. 

000000000000000000 
7850 You're to hand in the report before Friday. 

0000000000000000 

7860 No one is to forget about the company's interests. 

00000000000000 

7870 You are not allowed to get any commissions from the clients. 
000000000000000 

7880 In no circumstances should you forget to turn off the power. 

000000000000000 

7890 Don't use the office phone for a personal call. 

0000000000000000 
7900 Use your head and increase your sales! 

00000000000 

7910 Go out and find new customers. Don't come back until you have 



succeeded. 

□ □□□□□□□□□□□□□□□□□□□□ 

792[] Don't use the computer without her permission. 

DDDDDDDDDDDDDD 

Dialogue A 

AQ Mr. Max' plane will arrive in an hour. It's time I went. 

BQ All right. Be careful when you talk to him. He's a very strange man. 

A[] Is he difficult to talk to? 

BQ Not exacdy, but he likes to be treated very politely. 

AQ That's very easy. I won't talk much. 

B[]Don't do that. He'll think you don't like him and that'll offend him. Just mind 
your way of saying things. 

A[] OK. I'll treat him as a king. 

Dialogue B 

AQ What's the matter with you, Jim? You look strange. 

BQ I've just got a dressing—down from the boss. 

A[] What for? 

BQ About the ta lks with Mr. Max from Company X. He left without ordering 
anything from us. So the boss blamed me for this. Last time the same thing 
happened with a guy from Collin Company. The boss said he will surely fire me if I 
don't do my work well next time. 

A[] I warned you about that, but you didn't listen. 

BQ It's not all my fault. 

A[] I should be careful if I were you. You have had the boss lose several 
clients. 

Dialogue C 

A[] What do you think of my decision to take an examination for new job at 
Company X? 

BQ Why do you want to change the work? Don't like it here? 

AQ I want to leave the company not because I don't like the job here but 
because I don't get along well with Mr. Wang. 

BQ You know a lot about that company, don't you? 

A[] Very little. 

BQ I must warn you. It's not a easy place and I was told by one of my friends 
that the boss there is very difficult to work with. 

AQ You know Mr. Wang quite well. If I don't leave he'll get me transferred to 
somewhere in the company. It'll be worse, and I can't stand that. 

BQ Think it over before you make the final decision. 

A[] I've thought about this for a week and made the decision now. 

BQ Well, go ahead if you must, but think of the consequences. 



Dialogue D 

AQ Attention, please. I've just had a meeting in ihc manager's office. We're 
having lot of orders so we are to work overtime for several weeks. 

BQ How many extra hours do we have to work every day? 

AQ Two hours. 

B[] I can't come so early. I need the time to get everything ready for my wife, 
she's ill at home. 

CQ I must leave at half past five. I have to get my children home from school. 

AQThe boss said that everyone of us is to get here at seven in the morning and 
no one is allowed to leave before six thirty in the afternoon. 

BQ Can there be any exception? 

AQ There'll be no exception. No one is to be late and no one is to leave early 
without permission. Otherwise you want to leave the company forever. That's the 
exact words from the boss 

Dialogue E 

A[] Have you studied for the company test? 

BQ I sure have. I spent all weekend studying. 

A[] Well, I haven't touched any test materials. 

B[] Are you kidding? What have you been doing? Are you sure you can pass 
the test without studying. 

A[] But I like to watch the football matches at night. 

B[] I'm telling you the test will be hard. You might fall if you don't prepare 
yourself for it. 

A[] Do you think the test is so important? 

BQ The boss always means business. If you don't want to be transferred to 
another place or simply sacked, work hard now. 

A[] I really hate to miss the games. 

B[] Work or games, it's up to you. But I don't think you want to feel sorry for 
yourself. 


Notes Q n 

1 □ Just mind your way of saying things. 

□ □□□□□□□□ 

mindQ □□□□□□□□□□□□□□□□ 

[] [] Mind that you remember to mail the letters today. 

□ □□□□□□□□□ 

Mind your steps. 

□ □□□□ 

2Q I've just got a dressing-down from the boss. 

□ □□□□□□□□□□□□ 

give sb. a dressing-down DDDDDDDDDDD dress sb. downQ 
□ □ The father gave the children a good dressing-down. 



□□□□□□□□□□□□□□ 

The manager dressed the secretary down for her carelessness. 

□ □□□□□□□□ 

30 He left without ordering anything from us. 

□ □□□□□□□□□□□□□□ 

4D You've had the boss lose several business. 

□ □□□□□□□□□□□□□□ 

5Q I want to leave the company not because I don't like the job here but 
because I don't get along well with Mr. Wang. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

0 0 0 0 0 0 

get along( with sb.)[] 

0 0 If you two are going to share an office, you'd better learn how to get 
along. 

0000000000000000000000000 

I've always found her a bit difficult to get along with. 

000000000000 

60If I don't leave he'll get me transferred to somewhere in the company. ... I 
can't stand that. 

ooooooooooooooooooo .0 0 0 0 0 

70 Go ahead if you must. 

0000000000000000 

80 Are you kidding? 

00000000 

kid 0000000000000000000 Don't get mad I'm only 
kidding. 

00000000000 

She's 40? No kidding? 

0000000000000 

90 The boss always means business. 

0000000000 

100 I don't think you want to feel sorry for yourself. 000000000 
0 0 0 0 0 0 0 


Words and Expressions 


attcntion/a'tcnfan/ 

no 0 0 0 0 

consequence/'kansakwans/ 

nQ 0 0 

dressing- do wn/dresir) - daun/ 

no 0 0 0 0 

examination/igjZcemi'neifan/ 

nQ 0 0 

exception /ik'sepjan/ 

nQ 0 0 

extra/'ekstra/ 

aO 0 0 0 

kid/kid/ 

vO 0 0 0 0 

material /ma'tiarial/ 

no 0 0 




otherwise/'A^awaiz/ 

advQ 

□ 

D 



permission/pa 'mijan/ 

nQ 

□ 

□ 




stand /staend/ 

vQ 

□ 

□ 




touch /tAtf/ 

vO 

D 

D 

D 

D 

□ 

transfer /traens'fo:/ 

vQ 

D 

□ 

D 

□ 

D 

treat/tri:t/ 

vQ 

□ 

□ 






Lesson 41 Encouragement and Surprise 

0 0 0 0 0 

Key sentences 0 0 0 0 
7930 You're qualified. Be confident. 

□ □□□□□□□□□□ 

7940 Keep up the good work. 

□ □□□□□□ 

795Q You're competent for the challenging work. 0000000000 

□ □□□□ 

7960 You have our backing. Come on! 

□ □□□□□□□□ 

797[] We're proud of you for your courage. 

000000000000 

7980 Don't lose your heart. You're nearly there. 

□□□□oooooooo 

799Q Have another try. You deserve the success. 

00000000000 
8000 Well done. Go on! 

0 0 0 0 0 0 0 

8010 Don't be afraid. We're behind you all the way. 

0000000000 
8020 I'm surprised to hear that. 

0000000000 

8030 What on earth did you work there for? 

000000000000 

8040 I can't believe you've done such a silly thing. 

00000000000000 

8050 How surprising he's made such a achievement. 

00000000000000 

8060 He won a large sum of money. That's amazing. 

00000000000000 

8070 Oh, my goodness! What made her do that? 

0000000000000 

8080 Who could have thought of that? 

000000000 

8090 It does seem a bit strange, doesn't it? 

00000000000 
8100 I never expected him to be successful. 

0000000000 

8110 It's very hard to believe, I must say. 

0 0 0 0 0 0 0 

8120 How extraordinary! This product sells so well. 

0000000000000 



8130 That's impossible. She's only the secretary. 

oooooooooooo 

8140 Are you serious? How could that kind of thing happen? 

00000000000000000 

8150 That's incredible! I saw h im yesterday. 

00000000000000 

Dialogue A 

A0 We're proud of you, Dora. You're so brave. 

B0 Thank you. But I'm not sure whether the manager is satisfied with it. He 
told me to go to his office. 

A0 Why not? You've done so well for the company. He should give you a 
bonus. 

B0 I feel nervous when I face the manager. 

A0 Come on! What are you nervous about? 

B0 I don't know what to say to the manager. I always feel ill at ease in that 
kind of place. 

A0 Be confident of yourself. I'm sure you can do it. 

B0 I'll try my best. 

Dialogue B 

A0 I've just got the result, Hans. I'm afraid it's a bad news for you. 

B0 Oh, no! I can't have failed. Are you sure? 

A0 I'm afraid so. I'm terribly sorry. 

B0 Who has got that position? 

A0 A man named Joy from the sales department. 

B0 But Mr. Nash told me he's satisfied with my qualifications and experience. 
A0 He's only one of the several to decide this. 

B0 How am I going to face the fellows in our office? They've given me so 
much support. 

A0 Don't worry about that. I'm sure they'll understand. There're so many 
applicants from different departments. Besides, I don't think it's the best job for 
you. 

B0 I like that job, you know. 

A0 You'll always have the chance. 

Dialogue C 

A0 Come on, Jane. Let's go. It's six. You're too late. 

B0 I know, Rita. But I've got to do all these jobs. 

A0 What have you got to do? 

BQ I've got to type these letters, to file these reports and to tidy the 
stockroom. 

A0 My goodness. That does surprise me. How can you finish all these this 
evening? 



BQ The boss said I can't leave today's work for tomorrow. 

A[] Are these the reports? I can file them for you. 

BQ Oh, thanks. But what about the stockroom? 

A[] Let's tidy it together. 

Dialogue D 

A[] I've got a problem, Jim. I think I've lost my briefcase. 

BQ What's in it? 

A[] Some very important documents, a checkbook, and some money. 

BQ Good Lord! What a terrible thing you've done. 

CQ Wait. Are you sure you haven't left it in your office? 

A[] I've looked. It seems that I left it in the restaurant at lunch. 

B[] Would you like me to phone the restaurant for you? 

AQ Yes, please. 

BQ .. .Sorry, no one answers the phone. It might be closed now. 

AG What am I going to do? I must find the briefcase. 

CG Do you think you should tell the boss about this? 

BQ I suggest we phone the police first. 

AG That's a good idea. 

Dialogue E 

AG Well, I've decided. I'm going to quit this job and accept that in Qingdao. 
BQ Accept it! You're pulling my legs, aren't you? 

AG I mean it. There're things that attract me there. There's more money for a 
start, the sea, the beach, and especially the sea food and Tsingtao Beer. 

BQ I'm so surprised at you. You give up the nice job here just for that! 

AG That's enough. 

BQ But just think of the disadvantages there. And above all, it's not what you 
studied for in the university. 

AG I can do it well with the several years' experience here. I have confidence 
in myself. 


Notes G □ 

1G I always feel ill at ease in that kind of place. 

□ □□□□□□□□□□□□□ 

feel/ be ill at ease G □ □ " 00000000 ” G □ □ □ □ □ □ feel at 
easeO 

G :She feels at ease in front of strangers. 

□ □□□□□□□□□□□ 

They do all they can to make the guests feel at ease. 

□ □□□□□□□□□□□□□ 

20 Oh, no! I can't have failed. 

□ □□□□□□□□□□□□□ 



3GHow am I going to face the fellows in our office. They've given me so much 
support. 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

4[] I've got to type these letters, to file these reports and to tidy the 
stockroom. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□ 

5Q Accept it! You're pulling my legs, aren't you? 

□ □□□□□□□D □□□□□□□ 

pull sb's leg □ You're kidding. Q Q Q 

6[] I mean it. There're things that attract me there. There's more money for a 
start.... 

□ □□□□□□□□□□□□□□□□□□□□□□ . □ 

7[] And above all, it's not what you studied for in the university. 

0000000000000 

80 I have confidence in myself. 

oooooooo 


Words and Expressions 


applicant/' aeplikant/ 

n. 

0 

0 

0 



attract /a'traekt/ 

V. 

0 

0 




besides /bi'siadz/ 

adv. 

□ 

0 



brave /breiv/ 

a. 

0 

□ 

0 



bricfcasc/'bridkcis/ 

n. 

□ 

□ 

0 

0 


checkbook/'tfebuk/ 

n. 

0 

0 

0 



confidcnt/'konlidant/ 

a. 

0 

□ 

0 

□ 

0 0 0 0 

fellow/'Icteu/ 

n. 

□ 

□ 

□ 

□ 

□ 

file/fail/ 

V. 

0 

□ 

0 

□ 

□ 

nervous/naivas/ 

a. 

□ 

0 

0 



stockroom/' sOkrum/ 

n. 

0 

0 

0 



tidy/'taidi/ 

V. 

0 

□ 

0 

□ 

0 

understand/,Ando'stmnd/ 

V. 

□ 

□ 







Lesson 42 Views and Opinions 

0 0 0 0 0 


Key sentences 0 Q Q Q 
816Q What do you think of the product? 

□ □□□□□□□□□ 

817[] How do you like your new partner? 

□ □□□□□□□□ 

8180 What are your feelings about the American movie? 

oooooooooooo 

8190 What's your opinion of the new manager? 

00000000000 

8200 Have you got any comment on the project? 

oooooooooooo 

8210 Do you like to have a woman as your boss? 

000000000000000 

8220 Tell me what you think about the model I designed. 

0000000000000000 

8230 I just want to know your views on this matter. 

00000000000000 

8240 I was not sure about the color. Does it suit me? 

000000000000000 
8250 I think it's the best one I've ever seen. 

000000000000000 

8260 Personally, I believe he still has a lot to learn. 

00000000000000000000 

8270 If you ask me, I feel she's not the person he likes to work with. 

0000000000000000000000000000 
8280 From my point of view, it's not well-paid job, but you can travel a lot 
and see many interesting places. 

00000000000000000000000000000 

0 0 0 0 0 0 

8290 In my opinion, we should put more money in advertisement. 

000000000000000000000 

8300 I've never liked this ki nd of food. It's so sweet. 

0000000000000000 

8310 If I may say so, I think he is one of the most kin d persons I've ever 

met. 

000000000000000000000000 

832Q The acting is excellent but the plot is not so attracting. 

000000000000000 
8330 If I were you, I would buy the red one. 

0000000000000 

8340 I'd rather not to say anything about that. 



□□□□□□□□□□□a 

8350 I really don't have any opinion about the plan. 

□ □□□□□□□□□□□□□ 

8360 I don't want to have anything to do with this, if you don't care. 

□ □□□□□□□□□□□□□□□□□□ 

837[] I'd prefer not to say anything about his trouble at the moment. 

□ □□□□□□□□□□□□□□□□□□□ 

Dialogue A 

AO Austin, what do you think of the machine exhibition? 

BO I thought it was fascinating! 

AO So did I. 

BO I like the old machines used more than 100 years ago. They were simple 
but you can't imagine how people invented them at that time. 

AO There were also the complicated machines. They are even wonders today. 
BQ I agree. What do you think of the oldest computer? 

AO Oh, compared with today's sophisticated computers, it's just ABC. But 
without it we wouldn't have today's computers. 

BQ Personally, the first inventors of the useful machines deserve more praise 
than those who improve them today. 

AO You said it. 

Dialogue B 

AO They're all the same, like politicians. 

BQ I think he was right to emphasize the idea of planning-economic 

planning, I mean. 

AO God knows why you still hold this old-fashioned ideas. 

CO Yes, he's right. You can't have a high standard of living without economic 
planning. 

AO Well, of course, the economy's got to be strong, but the government 
planning can't make it strong. We've had too much government planning in the past 
years. How did you feel about the living standard then? 

BQ It's difficult to say. 

AO Competition in a free market. That's the thing we need. 

CO There's such a thing as a social conscience. In a free market, it's the poor 
who suffer. 

AO Without competition, without development, you know. 

COIn my opinion, competition is not always a good thing. It's dangerous to go 
to extremes, for anything. 

Dialogue C 

AO What do you think of our new curtain, Jim? 

BQ Oh, I didn't notice it. It's very striking. 

AO How do you feel about the color? 



BQ It's okay. I don't have special liking for any color, you know. But it goes 
with the wallpaper anyway. 

AQ Does it go with the carpet? 

BQ Well, I really can't tell. But I think it's rather nice for our office. 

Dialogue D 

A[] What do you think of Miss Johnson? 

BQThat secretary? She's a very nice girl, kin d and tender-hearted. She's polite 
to everyone. I like this kind of girls. But why do you ask? 

AQ Did you hear that she's going to get married. 

BQ Really? Who is the groom? 

A[] I was told it's her boss, Mr. Young. 

BQ She's lucky. 

A[] From my point of view, he's not a match for her. 

B[] Tell me what you think. 

AQ As you said, she's kind, tender-hearted and beautiful, but he's rough, 
hot-tempered and much older than her. 

BQ He surely has other things she likes. 

A[] Money? 

B[] That can't be the only thing, I think. 

AQ If I may say so, love is blind. 

Dialogue E 

AG What's your comment on the amalgamation of our company with Collins? 
BG That's a very good move. We'll surely develop faster and better. 

CG It seems to be a fashionable thing nowadays. It's like an infectious disease, 
if I may say so. 

BG You're not for it, are you? 

CG I'd rather not to say anything about it. It's too early. We have to wait and 
see. 

BG What's your opinion of this, Derek? 

AG Well, as far as the capital and technology are concerned, we're stronger to 
compete with others. But if we can't make a good use of all this, then the bigness 
will be useless. 

BG Both of you are so pessimistic. 

AG Not exactly. That's the way we look at it. 

Notes G □ 

1G Compared with today's sophisticated computers, it's just ABC. 

DDDDDDDDDDDDDDDDDDD 
ABC □ □ □ " □ G □ G □ G " □ 

2Q Personally, the first inventors of the useful machines deserve more praise 
than those who improve them. 



□□□□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
3D There's such a thing as a social conscience. In a free market, it's the poor 
who suffer. 

00000000000000000000000000 
4[] In my opinion, competition is not always a good thing. It's dangerous to go 
to extremes, for anything. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 
go to extremes 0 0 0 “ DDD” DDDDD take sth. to extremesO 
5D Oh, I didn't notice it. It's very striking. 

□ □□□□□□□□□□□□□ 

6G But it goes with the wallpaper anyway. 

□ □□□□□□□□ 

go with G G " □ □ " □ 

G G That shade of blue goes with your eyes. 

000000000000 

70 From my point of view, he's not the match for her. 

00000000000 

80 It's like an infectious disease, if I may say so. 

00000000000000000000 

90 You're not for it, are you? 

00000000 

forO 0 0 " 0 0 0 0 0 ” 00 against0 0 0 

0 0 Are you for or against putting more money in advertisement? 

000000000000000000000 
100 Well, as far as the capital and technology are concerned, we' re stronger 
tocompete with others. But if we can't make a good use of all this, then the bigness 
will be useless. 

00000000000000000000000000000 

0000000000000000 

as far as...be concerned 0 0 0 ” 0 .0 0 ” 0 

0 0 As far as I'm concerned that's a good idea. 
000000000000 


Words and Expressions 


amalgamation /a,maelgp'meijan/ 

n. 0 0 

capital/'ktCpitl/ 

n. 0 0 

carpet/'ka:pit/ 

n. 0 0 

compct i t i on/, komp i'tijan/ 

n. 0 0 

con sc iencc/'konfs ns/ 

n. 0 0 

curtain/'ksrtsn/ 

n. 0 0 

cmphasizc/'cmlhsai// 

v. 0 0 

extreme /iks'trkm./ 

n. 0 0 

groom/gru:m/ 

a 0 0 




infectious /in'fekjos/ 

a- □ □ D 

old-fashioned/,ould'fcjond/ 

a- □ □ □ 

politicianApoli'tijan/ 

n. □ □ 

rough/rAl/ 

a- □ □ □ 

sophisticated /sa'fistikeitid/ 

a. □□□□□□□ 

striking /straikir)/ 

a- □ □ D 

tender- hearted/,teds 'ha :tid/ 

a- □ D □ □ 

wall paper/' wod'peipa/ 

n. □ □ 



Lesson43 Annoyance and Reproach 

0 0 0 0 0 


Key sentences 0 0 0 0 
838G How annoying! 

□ □ □ □ 

8390 Isn't that maddening! 

□ 0 □ □ 0 0 

8400 Why the hell don't they stop making that noise? 

0000000000000000 

8410 What on earth are they talking about? 

000000000 

8420 What do you think you're doing? 

000000000 
8430 How dare you! 

0 0 0 0 0 

8440 You've no right to do that. 

000000000 
8450 You might have asked! 

0 0 0 0 0 0 0 
8460 What a nuisance! 

0 0 0 0 

8470 That's the last straw for me. 

0 0 0 0 0 0 0 

8480 I feel annoyed about the whole thing. 

00000000000 

8490 It's getting on my nerves. 

0 0 0 0 0 0 ^ 

8500 That's what gets me down. 

000000000 

8510 I'm most unhappy at her performance. 

0000000000 

8520 If there's something that annoys me, it's her carelessness. 

00000000000000000000 

8530 The thing that annoys me most is that she often leaves without saying a 
word. 

000000000000000000000 

8540 I find it most offensive. 

0000000000 

855Q What do you mean by doing that in front of so many people? 

00000000000000000 

8560 Somebody might have told me about this. 

000000000 

8570 Why on earth didn't you tell me beforehand? 



□□□□□□□□□□□□□ 

8580 Well, don't you think it's a bit late to feel sorry now? 

oooooooooooooo 

8490 I've just about had enough of his stupidities. 

000000000000 

Dialogue A 

AQ I've just have enough of our boss! He's making my life impossible. How 
the hell can I work for this kind of man? 

B0 Don't say that. Don't you think you're overreacting a bit? If I were you, I 
would talk to h im and explain what the problem is. 

A0 He's a narrow-minded person. If you show any disapproval of his opinion, 
he would become offended. 

B0 Perhaps you have prejudice against him. I've never found him that kind of 
person. 

A0 You don't know him because you've never got anything to do with him. 
But believe me. Next time you can try it out. 

You'll surely understand what I mean. 

Dialogue B 

A0 What time are we going to Company X? 

B0 Oh, we're not going there today. It's been cancelled. 

A0 What on earth has happened here? Why didn't I know this? Someone 
should have told me that we're not going. 

B0 Sorry. We thought you'd already known this. 

A0 This isn't the first time. Last Monday I was told there was a meeting on 
Tuesday morning. When I went to the meeting room, no one was there. Only by 
then was I told that the meeting was put off till the evening. When I got there in the 
evening I found they were having the meeting in the manager's office in stead of the 
meeting room. I don't know what happened to these people. 

B0 It's your fault. When we try to tell you something, you just won't listen. 

Dialogue C 

A0 Damn it! I just don't know what to do! 

B0 What's the matter? 

A0 You know the job I went for last week? I didn't get it. 

B0 I'm very sorry to hear that. 

A0 It's the fourth job! How maddening! 

B0 Come on! There's always another chance. 

A0 Honestly, that's what I really wanted, that job. 

B0 Just look at the bright side. Maybe there's something better just around the 
comer. 

A0 I know, but it's very hard for me to accept the reality at the moment. 

BQI understand. But cheer up, and you'll surely find something you really want 



to do. 


Dialogue D 

A[] Im very sorry I failed to come on time. 

B[] Don't you think it's a bit late to feel sorry now? 

A[] I know that, but there was little I could do about that. 

B[] No matter what you say, we lost the match just because you didn't come. 

A[] Yes, I know I was to blame, but there was an accident on the way and I 
got stuck in the traffic. I couldn't help it. 

BQ Why on earth didn't you phone to let us know? 

A[] I should have, but there was no telephone nearby. 

BQ If I were you I would have tried to get out of the traffic and come by 
another route. 

A[] I tried, but in vain. Tlie whole road was blocked. 

Dialogue E 

A[] How is your new assistant? 

B[] I really don't know what to say about him. 

A[] What do you mean? 

B[] The first thing that annoys me is his carelessness. I told him to post two 
letter that day, but he forgot about it. He just put the letters in his drawer for a 
week. 

A[] He's a newcomer. That's forgivable. 

B[] Last week when I was away, he locked the office with his key left inside. 
He couldn't get in. What happened yesterday is the last straw for me. He used my 
car and had a car accident. He was not hurt at all but try car suffered. It's badly 
damaged. 

AQ Oh, dear! 


Notes G 0 

1G Don't you think you're overreacting a bit? 

□ □□□□□□□□□□□ 

2Q He's a narrow-minded person. If you show any disapproval of his opinion, 
he would become offended. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

□ □ 

3G Next time you can try it out. 

□ □□□□□□□□□ 

try sth. out G G □ " □ □ " □ 

G G We have to try this method out before using it in production. 

□ □□□□□□□□□□□□□□□□□□□□ 

4Q What on earth has happened here? 

□ □□□□□□□ 



on earth □ DDDDDDDDDDDDDDDDD what, 
where, how □□□□□□□□□ the hellO 
G G How on earth did you design the product? 

dddddddddddd" 

Where the hell has she put the report? 

□ □□□□□□□□□□□ 

5G Only by then was I told that the meeting was put off till the evening. 

□ □□□□□□□□□□□□□□□ 

6Q Damn it! I just don't know what to do. 

□□□□□□□□□□non 

7G Just look at the bright side. Maybe there's something better just around the 
comer. 

□ □□□□□□□□□□□□□□□□□ 

□ Q Q G just around the comer GDD"DDDDDD”D 
G G Economic recovery is just around the comer. 

□ □□□□□□□□□□ 

8Q Yes, I know I was to blame, but there was an accident on the way and I 
got stuck in the traffic. 

DDDDDDDDDDDDDDDDDDDDDDDDDDDDD 

9Q I tried, but in vain. The whole road was blocked. 

□ □□□□□□□□□□□□□□□ 

invainG □□□□□□□□□□ 

G G Our efforts are not in vain. 

DDDDDDDDDD 

10G He was not hurt at all but my car suffered. 

□ □□□□□□□□□□□DO 


words and Expressions 


assistant /a'sistant/ 

n. 

□ 

□ 




block /bbk/ 

V. 

□ 

D 

□ 

D 

□ 

cancel/'kaensal/ 

V. 

□ 

□ 




damagc/'daimid^/ 

V. 

□ 

□ 




di sappro val/,dis3 'pru: vo 1/ 

n. 

□ 

□ 

□ 



forgivable /fe'givabl/ 

a. 

□ 

□ 

□ 

□ 


lock/bk/ 

V. 

□ 

□ 

D 

□ 


madden i ng/'mtedn it]/ 

a. 

□ 

□ 

□ 

D 

□ 

nc wcomcr/'nj u: k A mo/ 

n. 

□ 

□ 




overreact/,Suva ri' aekt/ 

V. 

D 

□ 

□ 

□ 


prej udice/'pred3udis/ 

n. 

□ 

□ 




put off 


□ 

D 




reality /ri'aditi/ 

n. 

□ 

□ 




stuck/stAk/ 

V. 

□ 

stick 

D 

□ D □ D □ 


□ □ □ D □ □ 



straw /sto:/ 
suffcr/'sAfo/ 
vain /vein/ 


n. □ □ 
v. □ □ □ 



Lesson 44 Personal Questions and Interest 

0 0 0 0 0 0 0 


Key sentences □ □ □ □ 

860Q Can I ask you a personal question? 

□ □□□□□□□□□□ 

861G Can I ask you a question about your pay in the company? 

□ □□□□□□□□□□□□□□□ 

862[] Would you mind if I asked a question about your family? 

□ □□□□□□□□□□□□□□□ 

863[] It's a touchy question, but can I ask you how you tot that? 

□ □□□□□□□□□□□□□□□□□□□□□□□□ 

864[] Would it be appropriate for me to ask questions about your work? 

000000000000000 

8650 How did you make a living, is you don't mind my asking? 

□ □□□□□□□□□□□□□□□□□ 

8660 How are you received in the new company? 

□ □□□□□□□□□□□□ 

8670 How does that make you feel? 

00000000 

8680 What do you like to do in your spare time? 

00000000000 
8690 What's your special interests? 

0000000000 

8700 What do you do for fun at weekend? 

000000000 

8710 You're not fond of travelling, are you? 

0000000000 

8720 Do you take much interest in sports? 

000000000000 

8730 What do you do outside of work to relax? 

000000000000 
8740 Are you interested in camping? 

000000000 

8750 Is there anything she especially enjoys doing? 

000000000 
8760 Got any hobbies? 

00000000 

8770 That's a question I like to answer. 

0000000000 

8780 I used to go to the seaside for the weekend. No longer now since 
accident. 

0000000000000000000000000 
8790 I like collecting stamps. It's so interesting. 



□□□□□□□□□□□a 

8800 I g° swimming everyday, even in winter. 

□ □□□□□□□□□□□□ 

8810 I don't like to go out at weekend. I like watching TV at home. 

00000000000000000000 ^ 

8820 I enjoy reading detective stories. 

000000000 

Dialogue A 

A0 Max, can I ask you a personal question? 

B0 About what? 

A0 I was wondering how you mange to work among women? 

B0 It's hue that there're seven working in the office and I'm the only man. But 
to tell you the tmth, I didn't feel at ease when I first came here, but now everything 
is very nice in the office. 

A0 Especially when you talk with each other do you think you have things in 
common? 

B0 For some things we do. 

A0 Do you have to work harder with them than with men? 

B0 Not exactly. They're all competent and they're doing very well. Not many 
men can be their match. 

Dialogue B 

AOEric, it's not appropriate question but I want to ask. Are you living alone or 
with your family? 

B0 I'm living in a flat by myself. I rented it last year. I don't want to depend on 
my family. Further more it's closer to the company. 

A0 Then what about the weekend? Do you spend the weekend with your 
parents? 

B0 Yes, most of the weekends. But sometimes I invite friends to my flat and 
we have parties. Sometimes I go to my friends' place. I like parties you know. At 
home my parents would object to the noise we make. 

A0 That's understandable. Most elderly people like quiet and peaceful life. 

Dialogue C 

A0 Tim, are you satisfied with the work in this company? 

B0 It's fine. The people are nice here and I don't have to work night shift. I 
hate to work at night. 

A0 How much do they pay you if you don't mind my asking? Are you satisfied 
with that? 

B0 Honestly, not much pay I get here but I think it's acceptable. 

A0 I don't think we've got enough pay. We work so hard and the business is 
so successful just because of our diligent work but they pay us so little. It's unfair. I 
really want to quit. 



BQ As far as I'm concerned, the pay is OK. I like the work, that's important. 

A[] I understand you. But money is also important. You can't do without 
money. We must do something I think. 

B[] Compared with our efforts on the work, our pay is low, This is true. When 
I come to think about that, I feel it's really unfair. We can go to the boss and talk to 
him about a pay raise. 

A[] That's the idea. If he refuses any pay raise, M hand in him my resignation. 

Dialogue D 

AQ What do you like to do in your spare time, Matthew? 

BQ I'm fond of playing basketball and riding bicycle in the country. After five 
days' hard work you need to do something to relax yourself a bit. Having a shower 
after the basketball, seating yourself in the armchair and listening to some music 
while drinking the tea, it's a great enjoyment. Sometimes you feel bored living in the 
city, too crowded and noisy here. It's so quiet and peaceful in the country, so riding 
in the country is another kind of enjoyment. 

A[] I quite agree with you, but I don't like strenuous exercises. 

B[] Then what do you have for fun? 

AQ I like collecting stamps. 

BQ Is stamp collecting really so interesting? 

AG Yes. They're more than just some pictures. You can see all kind of thing in 
stamps. It's a reflection of the world: history, geography, science, literature, plants, 
animals, and everything. Of course, stamp collecting is not my only hobby. I also 
like fishing and doing Taijiquan. 

BQ I like Taiji. You must teach me when you're free. 

AG I'd be glad to. 

Dialogue E 

AG What do you do outside of work, Karl? 

BQ I usually go to the fitness center, Mr. Dewey. 

AQ So you've got very strong muscles. It's a very good exercise. I do hope I 
can go. 

BQ I only go there at weekend. There're also many people at your age going 
there. 

AG I like physical training, but I don't have so much time. 

BQ As the head of a big company you have so many things to do every day. 
But at weekend you can find a couple of hours to do the things you're interested in. 

AG Yes, I should, but there're often the unexpected things at weekend. I often 
have to work through the weekend. That's usual occurrence. 

BQ So long as you're doing the things you're interested in, that's enjoyment. 

AG I can't agree with you. Working without any change is boring. Sometimes 
you feel you have to. 


Notes G U 



1[] Especially when you talk with each other do you think you have things in 
common? 

□ □□□□□□□□□□□□□□□ 

in common ODD" D D DD D " DD D D D have something/ little/ nothing/ 
much in common G GOG 

G G Their methods have nothing in common. 

GaaaGGaaGaaa 

2G The people are nice here and I don't have to work night shift. 

aaaaaaaaaaaaaaaaa 

the night shift G □ G □ G the day shift G Q G G Q 

3 G I'll hand in my resignation. 

QGGGQQGGG 

4Q Having a shower after basketball, seating yourself in the armchair and 
listening to some music while drinking the tea, it's a great enjoyment. 

00000000000000000000000000000 

0 0 0 0 

50 They're more than just some pictures. You can see all kin ds of things in 
stamps. It's a reflection of the world: history, geography... and everything.... I 
also like fishing and doing Taijiquan. 

00000000000000000000000000000 

ooooooooooooo.0 0 0 0 0 .0 00000000 

0 0 0 

6Q fitness center 

0 0 0 

70 physical training 

0 0 0 0 

80 But at weekend you can find a couple of hours to do the thing you're 
interested in. 

000000000000000000000000000 

90 That's usual occurrence. 

0 0 0 0 

100 Working without any change is boring. Sometimes you feel you have to. 

000000000000000000000000 


Words and Expressions 


basketball/'ba: skith.i:!/ 

n. 0 0 

common /koiren/ 

n. 0 0 

diligcnt/'dilid^nt/ 

a- 0 0 0 

enjoyment /in'd^oimont/ 

n. 0 0 0 0 0 

llat/llmt/ 

n. 00000000 

gcographyAfft ografi/ 

n. 0 0 

litcraturc/'litoratofo/ 

n. 0 0 





muscle/'mAsl/ 

n. □ D 

occurrence/3'kArans/ 

a □ □ □ □ □ 

personal/'pa isanal/ 

a- □□□□□□□ 

physical/Tizikal/ 

a- □ □ □ 

picture/' piktja/ 

a □ □ 

plant /plaint/ 

n. □ □ 

reflection /ri'flekjan/ 

n. □ □ 

rent /rent/ 

v. □ 

showcr/'faiia/ 

a □ □ 

stamp/staemp/ 

n. □ □ 



Lesson 45 Description and Narration 

0 0 0 0 0 


Key sentences 0 0 0 0 
883Q What's it like? 

0 0 0 0 0 0 0 

8840 Can you describe it a bit? 

□ □□□□□□□□□ 

885Q What's particular about the product? 

□ □□□□□□□□□□□□ 

8860 What does the building look lik e? 

□ □□□□□□□□□ 

887[] What shape is the machine? 

□ □□□□□□□□ 

8880 What's the box made of? 

aaaaaGGG 

889G What does she look l ik e? 

G □ G G G G G 

890Q Does he have an accent? 

0000000000 
8910 Does he dress casually? 

0 0 0 0 0 0 0 

8920 Where were you brought up? 

000000000 

8930 You don't happen to know if he is married, do you? 

00000000000000 

8940 It's oval and yellowish. 

0000000000 
8950 It' s made of stainless steel. 

0 0 0 0 0 0 0 

8960 He's an easy-going sort of person. 

000000000 

8970 Her face is round, her eyes are large, and her hair is fair. 

0000000000000000000 

8980 He's very short but his voice is loud. 

000000000000 

8990 He was bom in the city but was brought up in the countryside. 

0000000000000 

9000 He graduated from the university in 1983 and has worked there for 
about 16 years. 

o 1983 0 0 0 0 0 0 0 0 0 0 0 0 0 16 0 0 0 

9010 I have a story about how he was taken in by a salesman. 

000000000000000 

9020 What happened that day was that he drove into a lamp post. 



□□□□□□□□□□□□□□ 

9030 Have you ever heard of the story of our boss? 

□ □□□□□□□□□□□□□ 

904Q This reminds me of a terrible accident I had two years ago. 

□ □□□□□□□□□□□□□□□□□□□□ 

905□ You can't imagine how shocked she was. 

□ □□□□□□□□□□□□ 

9060 You may not believe this, but finally he apologized to me. 

□oooooooooooooooooooo 

9070 Then can you imagine what she said to the manager? 

00000000000000 

9080 To cut it short, I made him pay for this. 

0000000000000000 

9090 What happened in the end was he went bankrupt. 

00000000000 

9100 Believe it or not, that's what I saw with my own eyes. 

000000000000000 

Dialogue A 

A0 We're going to have a new boss next week. 

B0 What kind of person is he? 

A0 I met him once last Friday. He's very tall but quite s lim . He's middle-aged, 
a bit bald and looks rather strict, but I was told he's very easy-going and 
open-minded. 

B0 Where was he working? 

A0 After he graduated from the university in 1981 he has been working in 
Eastman Kodak Co. 

B0 Does he have any special background? 

A0 I don't think so. 

B0 Do you think he can manage the big company like ours? 

A0 He should be rather experienced since he has worked in that big company 
for such a long time. 

B0 What did he do in that company? 

A0 A deputy manager. 

Dialogue B 

A0 Hello, I don't think I saw you before. You're new here, aren't you? 

B0 Yes, this is my first day here. 

A0 And this is your first job? 

B0 No, I worked at the stock exchange for two years. 

A0 Then why don't you want to work there? 

B0 I don't like that kin d of work. It's not my speciality. 

A0 What did you learn in the university? 

B0 Marketing and advertising. 



AQ Oh, that's what we need here. Which university did you graduate from? 

BQ Cambridge University. 

A[]Oh, a very famous university. Can you tell us something about Cambridge? 

B[] Cambridge actually is a county town of 95,400 population, stiuated on the 
river Cam. It's the seat of one of the two famous and ancient English universities. 
And Cambridge University is made up of several colleges.... 

Dialogue C 

A[]Hi, Eric. I want to ask you some questions about Kail Hanson. You know 
him, don't you? 

BQ Of course. But why do you ask about him? 

A[] I try to get a part time job in his company. 

BQ I see. 

A[] What's he like? 

BQ He's a nice guy. He seems to be strict, but actually very friendly and 
kind-hearted. 

A[] How do you think he'll receive the workers like me? 

B[] I think he'll give you decent hours, a decent pay, and a lot of breaks. 

A[] That sounds good. What does he look like? I've got to meet h im 
tomorrow. 

BQ He's in his early forties, of average height but well-built. He always has a 
pair of glasses on. 

A[] Is he a formal person? 

BQ He likes to dress formally. He always wears suits and ties, very much in 
style. But he's easy-going and friendly. 

AQ Then I mustn't dress casually. 

BQ You'd better not to. 

A[] Thank you very much. 

B[] Have a good luck. 

Dialogue D 

AQ Is Mark away again? 

BGYes. He went to Hong Kong on business. Do you know what happened to 
him yesterday? 

AG No idea. What's it? 

BQ The plane was to take off at 10 and he got to the airport at about eight 
forty. Then it was the time for him to check in but he couldn't find his ticket. He 
thought he had left it at home, so he hurried back. But the ticket was nowhere to 
find. You can imagine how worried he was. His wife suggested that he talk to the 
ticket office. So he hurried back to the airport again. 

AG Did they allow him to get aboard? 

BQ They told him he couldn't get aboard without the ticket. There were about 
20 minutes left and he was about to give up when he suddenly remembered a novel 
in his bag. He had put the ticket in it. 



AQ Oh, poor Mark. 


Dialogue E 

A[] When you talk about etiquette, it reminds me of a story my daughter told 
me the other day. 

B[] What story? 

A[] One time two children, called Peter and John, go to a restaurant to eat. 
They both ask for steak. The waiter brings the steak to them shortly afterwards. 
Peter grabs the larger steak. Then John says angrily." What bad manners you have! 
You helped yourself first and you took the larger piece!” Peter answers," If you 
had been in my place, which piece would you have taken?" " The smaller one, of 
course.” said John. What do you think Peter would say? 

B[] Did he say sorry? 

A[] He said," Then what are you complaining about? You've got the smaller 
one, haven't you? 

BQ A very funny story, and very funny boys. 

Notes Q □ 

1[] Does he have any special background? 

□ □□□□□□□□□ 

2Q deputy manager 

□ □ □ 

3D Cambridge actually is a county town of 95, 400 population, situated on the 
river Cam. It's the seat of one... And Cambridge University is made up of several 
collages.... 

□ □□□□□□□□ 950 400 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

□□□□□□□□□□□□□□□□□□□□□□□□□□ODD 

□ . 

4Q I think he'll give you decent hours, a decent pay, and a lot of breaks. 

□ □□□□□□□□□□□□□□□□□□□□□□□□□□□□ 

50 He's in his early forties, of average height but well-built. He always has a 

pair of glass on. 

oooooooooooooooooooooooo 

in one's early forties 00 " 0000 ” 0000000 in one's late fifties, 
in one's mid-sixties 0 0 

60 He always wears suits and ties, very much in style. 
0000000000000000 

70 If you had been in my place, which piece would you have taken? 

0000000000000 

in one's place 000 " 000000 ” 0 

0 0 If I were in your place, I would have accepted the invitation. 

0000000000000000000 

ODD 




Jane was ill, so I went to the conference in her place. 

□DDDDDDDDDDDDD 


Words and Expressions 


aboard /9'bD:d/ 

average/ 1 aev3rid3/ 

background/'baekgra und/ 

bald/b3:ld/ 

casually/'ka^unli/ 

deputy/'depjuti/ 

easy-going 

etiquette/'eti'ket/ 

formal/'£>:rrel/ 

novel/'rovl/ 

population/popju'lcijnn/ 

situatc/'sitfucit/ 

slim/slim/ 

steak /steik/ 

stock exchange 

strict /strikt/ 

well-built 


adv. □ □ D □ D □ D 
a- □ □ □ 
nQ □ □ 
a- D □ □ 

adv. D □ D □ D □ D □ 
n. □ □ □ □ 

□ □□□□□□□ 
n. □ □ 
a- D □ □ 
n. □ □ 
n-D □ 

v. □ □ □ D □ 
a- □ □ □ 
a □ □ 

□ D D □ □ 
a. □ D □ 

□ □ □ 



